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T&L Employee Self Service
T&L Employee Self Service
T&L Terminology

T&L Terminology

PHRST Delta Training
v8.9

Time and Labor Terminology
Procedure

By the end of this topic, you will be able to:
- Understand new Time & Labor terminology

Approximate time to complete topic: 3 minutes

Step Action

1. The following frames introduce frequently used Time and Labor terms.

2. Congratulations! You now know how to:

- Understand new Time & Labor terminology
End of Procedure.

Reporting Time

Reporting Time on the Timesheet

PHRST End User Training
v8.9
Reporting Time on the Timesheet

Procedure
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PHRST

By the end of this topic, you will be able to:

- Navigate to the Timesheet page

- Enter time on the Timesheet

- View Sick and Annual Leave balance information

The objective of this topic is to understand how to enter time as a Self Service Time Reporter.

Approximate time to complete topic: 5 minutes

PHRST-TR

Add to Favorites

Personalize Content | Layout

Search:

[ |®
> My Favorites
I DE Leave Accrual Components

[ Self Service

[ Worklist

[ Reporting Tools

> PeopleTools

— Change My Password
— My System Profile

&] Done

8 & Local intranet

Step Action

1. Begin by navigating to the Timesheet page.

Click the Self Service link.
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PHRST-TR

Search:

® W) Self Se

Hawigate to your <&l service information and activities

@ Time Reporting i’" Benefits
R

e
- My Faworites

- DE Leave Accrual
Components

eport and review your time, schedules, request absences and more. Review health, insurance, savings, pension or other kenefits information.
©> Time Reporting Eroan Revigw and updsate dependent and beneficiary personal informetion.
I Benefits ] User Preferences L1 Benefits Information
[+ Worklist

=l Benetits Summary

> Reporting Tools =l DE Open Enrollment

> PeopleToals
I~ Change My Password
- My System Profila

&) Dane

2 84 Local intranet

Step Action

2. Click the Time Reporting link.
[ Time Reparting,
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HR 3T

PHRST-TR

Search:

(O]

- My Faworites
- DE Leave Accrual
Components

i Time Reporting

Report and review your time, schedules, reguest absences and more.

ﬁ Report Time
Report your time and reguest planned overtime and absences
= Timesheet

[ Repart Time
— User Preferences

[» Bengfits

[+ Worklist

> Reporting Tools

> PeopleTools

- Chanoe My Password

- My System Profile

Home

= User Preferences
iew or update your fime reporting and scheduling preferences

&) Dane

2 84 Local intranet

Step Action

3. Click the Report Time link.
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PHRST-TR
Menw 8
Search:

®

> My Favorites
> DE Leave Accrual
Components
[ Self Service
< Time Reporting
— Timesheet
— User Preferences
[ Benefits
0 Worklist
> Reporting Tools
> PeopleTools
— Change iy Password
[~ My System Profile

Main Menu

=
K/ Report Time

Report your time and request planned overtime and absences.

Timesheet
Repoart your time and task details for a day, week, or time period.

Home

Add to Fay s

Sign out

@ Done

é ‘ﬂ Local intranet

Step Action

Click the Timesheet link.
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PHRST-TR
Menu 8

Search: Mew Window | Help | Customize Page | &, 2
®

[ My Favorites Timesheet

I DE Leave Accrual
Components Ewva Bullock EmpliD: 013318

[ Self Service

< Time Reporting Job Title: Intelligent Trans Sys Tech v EmplRedMbr: @

= Report Time
- Ti

Home

& Glick for Instnuctions

— User Preferences
I Benefts ViewBy: | Hesk ¥ pate: [froi2srz008d (2 retesh ) == Previous Week MNestiveek =
[ orklist

> Reporting Tools

> PeopleTools

- Chanoe Wy Paseword
[~ My System Profile

0.00 Hours Scheduled Hours:
From Sunday 10/25/2009 to Saturday 10/31/2009

37.50 Hours

lon Tue Wed Sat Wilmington Combo
1025 1026 1027 10728 10729 10731 Total TRC Wage Tax Code
N N I [ Ja O =
N 1 I I [ la O E
N N N N I [ Ja DO El
Subrnit
e Benoded Time Status - clickta hide
Date Status Total Tine Reporting Code % Comments
0.000000 0.00

i) Reported Hours Summary - click i view

Balances - clickto view b |
Go To

Time Reporting
v
&) Dane 2 84 Local intranet

Step Action

5. Click the Collapse Menu button.
=
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L PHRST-TR
=

Home

Mew Window | Help | Customize Page | &

Timesheet

Eva Bullock EmpliD: 013318

Job Title:  Intelligent Trans Svs Tech IV EmplRed Mo 0

O Ciick e )

ViewBy: | Week v|  Date: [10r2502008 ][5 (2 Retiesn) <= Previous Week het Week ==

Sun Mon

10/25 10126 10/27 10/28

Date Status Total

Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Tue Wed Sat Wilmington Combo

1031 Total TRC Wage Tax Code

UL
L]
L0
L]
RN
L0
L]
0]

i ] Reported Time Status - click to hide

Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Surnmary - click to view

Balances -
GoTo:

clickto wigw

Time Reporting

neEp

€l

2 84 Local intranet

Step

Action

Use the Timesheet page to review, enter and update time.
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PHRST

L PHRST-TR
=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick for Instructinns

ViewBy: [Week  ¥|  pater [10262003)5 Brewesn) o presious wesk
Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

Sun Mon Tue Wed Sat Wilmington Combo
1025 1026 1027 10728 10/31 Total TRC Wage Tax Code
N N O I [ Ja O
N O O B [ Ja O
N N N O B [ Ja DO
Submit
i ] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon

[i] Reported Hours Surnmary - click to view

Balances - clickto vigw
GoTo:

Time Reporting

Mext Week ==

[ @M
HEE

Home

Mew Window | Help | Customize Page | &

neEp

€l

2 84 Local intranet

Step Action

7. Click the Click for Instructions link.

Click for Instructions|
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L PHRST-TR
=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Home

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | ek v pate: 100252009 | (2 Retiesn << Previous Week Mt Weak =

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Wilmington Combo
Wage Tax Code

UL
L]
L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Sched
Hrs
0.000000 non

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

Mew Window | Help | Customize Page | 5,

Al
tEh

2 84 Local intranet

Step

Action

description of the Timesheet page's functionality.

After clicking the Click for Instructions link, the page displays a detailed
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Home

L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

ViewBy: | Week ¥ Date: [10252008]5 (% renen)

== Previous Week Next Week ==

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Wilmington Combo
TRC Wage Tax Code

UL
L]
L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Date Status Total Sched
His

0.000000 oon

Time Reporting Code Comments

| menared Hours Summare- click in vis

2 84 Local intranet

Step Action

9. The View By field selection indicates the period that will display on the
Timesheet.

Click the View By list.
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L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock

EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

R ¥ vate (102520098 Breksn) < proous weck Mext Wesk =>
Day
Reported HTime Period

Scheduled Howrs: 3750 Hours

€ Reparted Time Status - click ta hige

Date Status Total Time Reporting Code Sched

His
oon

Comments
0.000000

40 REenarted Hour:

Lmmary- click to vie

2 84 Local intranet

Step Action

10.

The default for this field is Week. Available values for the View By field are

Day, Time Period, and Week. Links will change based on the View By option
that is selected.
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L PHRST-TR
=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Mew Window | Help | Customize Pace | /&, |

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | IR

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Timesheet _Overr’ides

Mon Tue Wed Th i Wilmington Combo
1026 1027 1028 1012 Wage Tax Code

L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Sched
Hrs
0.000000 non

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

2 84 Local intranet

Step Action

11.

however, this date may be changed.

reported.

The Date field defaults to Sunday (first day of week) of the current week;

The Date field should be changed to reflect the beginning of the pay period being
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Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Home

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By:

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Wilmington Combo
Wage Tax Code

UL
L]
L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Sched
Hrs
0.000000 non

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

Mew Window | Help | Customize Page | 5,

Al
tEh

2 84 Local intranet

Step Action

the date entered in the Date field.

Click the Refresh button to change the dates displayed on the Timesheet based on
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L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Home

View By:

Date

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

UL
L]
L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

| menared Hours Summare- click in vis

Date; |10/25/2009 | (% Refresh | <= Previous Week Mext Weak =»

Wilmington Combo
TRC Wage Tax Code

Sched
His
0.000000 oon

Status Total Time Reporting Code Comments

2 84 Local intranet

Step

Action

13.

Use the <<Previous Week and Next Week>> links to view the previous or next
time reporting periods.
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40 REenarted Hour:

L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullack EmpllD: 013318
Joh Title:

Intelligent Trans Sys Tech IV EmplRed Mbr: - 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: Date; | 10/26/2009 [ (2 Retiesh

== Previous Week et Week ==

Reported Hours:  0.00 Hours

Scheduled Howrs: 3750 Hours

Wilmington Combo

L) ko o
OO0 koo =m
COOoOO0O0O8058 Ckeo =

€ Reparted Time Status - click ta hige

Date Status Total

Time Reporting Code Sched

Comments
s

0.000000 oon

Lmmary- click to vie

2 84 Local intranet

Step

Action

14.

The Reported Hours field displays the number of hours reported for the specified
period on the Timesheet.

This field displays 0.00 until the time has been submitted.
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L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By:

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

Reported Howrs:  0.00 Hours | Scheduled Hours: — 37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

| Timochest \_Overides |

Mon Tue Sat Wilmington Combo
0725 1026 1027 10728 10/29 1030 10/31 Total TRC Wage Tax Code
N N O I [ Ja O =
N N O O A [ Ja O =
N N N O B [Ja O =

Submit
€ Reported Time Status - click to hide
Date Status Total Time Reporting Code ::::e(l Comments
0.000000 oon

Lmmary- click to vie

40 REenarted Hour:
&l

2 84 Local intranet

Step Action

15.
schedule.

If no schedule exists, Scheduled Hours displays 0.00.

The Scheduled Hours field displays the number of hours based on the work
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Mew Window | Help | Customize Page | /&, #

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | IR

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Wilmington Combo
Total TRC Wage Tax Code

N I I ) O =
N 1 I O O B [ la O &
N A ) O [ Ja O =
Submit
© Reported Time Status - click to hide 1
| € Benarted Hours Summary - click tn vie v
& 2 84 Local intranet
Step Action
16. Use the Timesheet tab to input the hours worked for the specified date as well as

assigning the appropriate Time Reporting Code (TRC).

Note: Exception Hourly employees with a Work Schedule only need to report
exceptions to their schedule. If no exceptions to the Work Schedule exist no time
entry is required.

Note: Positive time reporters must enter all time worked on the Timesheet.
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L PHRST-TR
=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Mew Window | Help | Customize Pace | /&, |

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

View By: | IR

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Mon Tue Wed i Wilmington Combo
10/26 10127 10/28 Wage Tax Code

O
M @ n
HHH

€ Reparted Time Status - click ta hige

Sched
His
0.000000 oon

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

2 84 Local intranet

Step Action

17. Use TRCs to report time and leave. Enter TRCs directly in the field or use the

lookup button to ensure valid TRCs are selected.

displays.

Note: If a non-existent TRC is entered directly in the field an error message
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Mew Window | Help | Customize Page | /&, #
Timesheet
Eva Bullock EmpllD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0
@ Ciick 1o hide Instructions
Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,
View By: |IRGaa Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»
Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to
Timesheet Ovwerrides
Sun Mon Tue Wed Thu i Wilmington Combo
1025 1026 1027 10128 10129 Wage Tax Code
=
=
=
Subrmit
€ Reported Time Status - click to hide
N " Sched
Date Status Total Time Reporting Code His Comments
0.000000 oon
| Renortad Hours Summare- click in vie ] g
2 84 Local intranet

Step

Action

18.

The Wilmington Wage Tax checkbox flags the row's hours as being subject to
Wilmington Wage Tax.

Note: If you do not reside or regularly work within the City of Wilmington and
are reporting occasional time worked within the City, contact your Timekeeper for
the appropriate use of this checkbox.
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L PHRST-TR
=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Mew Window | Help | Customize Pace | /&, |

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

View By:

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Combo
Code

Mon Tue i Wilmington
1026 10127 Total TRC Wage Tax

bmn
HEHE

€ Reparted Time Status - click ta hige

Sched
His
0.000000 oon

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

2 84 Local intranet

Step Action

19.

If there is no override to funding, the Combo Code field is blank. If there is an
override to funding, this field displays the Combo Code value.
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Timesheet
Eva Bullock

EmpliD: 013318
Joh Title:

Intelligent Trans Sys Tech IV EmplRed Mbr: - 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By:

Date: |10/25/2009 | (2 Retresh <= Previous Week Mext Week ==
Reported Hours: 0.00 Hours Scheduled Howrs: 37 50 Hours

Wilmington Combo
Total TRC Wage Tax Code

€ Reparted Time Status - click ta hige
Date

Status Total Time Reporting Code ::::e(l Comments

0.000000

000
@ renord Hour

Lmmary- click to vie

Home

Mew Window | Help | Customize Page | 5,

Al
tEh

2 84 Local intranet

Step

Action

20.

Minus (-) sign to delete a row.

When reporting time on the Timesheet, click the Plus (+) sign to add a row or the
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=

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Mew Window | Help | Customize Pace | /&, |

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | IR

Date; |10/25/2009 | (% Refresh << Previous Week Mest ek =»

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Timesheet _Overr’ides

Mon Tue Wed Th i Wilmington Combo
1026 1027 1028 1012 Wage Tax Code

UL
L]

L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Sched
Hrs
0.000000 non

Date Status Total Time Reporting Code Comments

| menared Hours Summare- click in vis

2 84 Local intranet

Step Action

21.

instructed by your Timekeeper.

Click the Overrides tab.

Note: Typically, Self-Service users do not override Combo Codes.

Use the Overrides tab to enter Combo Codes and/or edit ChartFields only if

Page 22




Training Guide

PHRST

T&L Employee Self Service
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Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock EmpllD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0
@ Ciick 1o hide Instructions

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field

and click on Refresh,
View By: | ek v Date: [107251200 | (2 Renesn << Previous Week Mt Weak =
Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
[ Timesheet " overrides |
Sun  Mon Tue Wed Thu Sat
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC Combo Code =dit ChartFields BudRef Fund Dept Oper Unit Approp
N o | T
o A | [THE——
o O | | E——

Bubrmit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 0.00 a4
< b3
&) Dane 2 84 Local intranet

Step

Action

22.

If the Combo Code is known, enter it directly into the field.

Note: PHRST displays an error message when an invalid Combo Code is

Code is corrected or deleted.

entered. Reported Time transactions cannot be saved until the invalid Combo
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PHRST

L PHRST-TR
=

Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | ek v|  pate: [10/2512008 | (2 Renesn ) <= Previous Week Nt Week ==
Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Timeshest ! Overrides

Sun  Mon Tue Wed Thu Fri
10/25 10/26 10/27 10/28 10/29 10/30 10731 Total TRC Combo Code Edit ChartFields

l:”:”:“:“:“:“:l Edit ChartFields
O [ lal | Editcharies
N [ [l | EditCharfieigs

Submit

BudRef Fund Dept Oper Unit Approp

[i] Reported Time Status - click to hide

Sched
His

Date Status Total

Time Reporting Code Comments

0.000000 o0.on

< | b3
&) Dane 2 84 Local intranet

I<

Step Action

23. To search for the appropriate Combo Code to override funding, click the
Edit ChartFields link.

Searching for Combo Codes is discussed in the Override and Append topic.
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Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Home

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | ek v Date: [107251200 | (2 Renesn << Previous Week Mt Weak =

Timeshest

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Sun  Mon Tue Wed Thu Sat
10/25 10/26 10/27 10/28 10/29 10/30 10731 Total TRC Combo Code Edit ChartFields

BudRef Fund Dept Oper Unit Approp
s Y [T
e O B Y BT
O Y 710 7

Bubrmit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 ~ om a4
< | b3
&) Dane 2 84 Local intranet
Step Action

24.

The Show All Columns tab displays all the fields from the Timesheet and
Overrides tabs.

Click the Show all columns button.
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L PHRST-TR
=

Mew Window | Help | Customize Page | 5,

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

Al
tEh

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

ViewBy: | WWesk V| pate: [1002572000]H (2 retesn)

== Previous Week Next Week ==

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Sun  Mon Tue Wed Thu Fri Sat
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total

N N | | I [ laD = | Editcharfiels
C I e [ laD = | Edtchanriens
C I [ lao E [ | Estchanfielss

Submit

Wilmington
Wage Tax Combo Code Combo Code Edit ChartFields

 Reported Time Status - lick o hite

Date Status Total Sched

Time Reporting Code Comments

0.000000 0.00
|

<
&) Dane

I<

2 84 Local intranet

Step Action

25. View the additional columns on this page using the Horizontal Scrollbar.

Click the scrollbar.
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L PHRST-TR
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-
o Pans | B,

Customize | Find [ |

DE
DE Resource
Program Sch Code Project Activity Cat Fund Affil  Affiliate

Oper Unit Approp Account

Bud Ref Fund Dept

0mMm
HEEA

o o o

£

Ii>

2 84 Local intranet

<
&) Dane

Step Action

26. View the additional columns that display.
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[E3

-
o Pans | B,

1503 [ Last

Custornize | Fing | 8

DE
DE Resource

Program Sch Code Project Activity Cat Fund Affil  Affiliate

Bud Ref Fund Dept Oper Unit Approp Account

0mMm
HEEA

o o o

~|

Ii>

2 84 Local intranet

<
&) Dane

Step Action

27.
Click the scrollbar.
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L PHRST-TR
=

Mew Window | Help | Customize Page | /&, #

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

ViewBy: | WWesk V| pate: [1002572000]H (2 retesn)

== Previous Week Next Week ==

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Sun  Mon Tue Wed Thu Fri Sat
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC Wage Tax Combo Code Combo Code Edit ChartFields Bud Ref

N N | | I [ laD = | Editcharfiels
C I e [ laD = | Edtchanriens
C I [ lao E [ | Estchanfielss

Submit

Wilmington

 Reported Time Status - lick o hite

Date Status Total Time

Code

0.000000 0.00

< ¥
&) Dane 2 84 Local intranet

I<

Step Action

28.
Click the Show tabs button.
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Home
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Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | ek v Date: [107251200 | (2 Renesn << Previous Week Mt Weak =

Reported Howrs:  0.00 Hours  Scheduled Howrs:  37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
imesheet Overri

Sun  Mon Tue Wed Thu Sat
10725 10/26 10/27 10128 10129 30 10/31 Total TRC Combo Code Edit ChartFields

BudRef Fund Dept Oper Unit Approp

O R I [l | EditchartFielss

O [ lal | Editchartfieins

N [ [l | EditCharfieids

Bubrmit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 0.00 a4

< I 5
&) Dane

2 84 Local intranet

Step Action

29, Click the Timesheet tab.
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Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

ViewBy: | Week ¥ Date: [10252008]5 (% renen)

== Previous Week Next Week ==

Reported Hours:  0.00 Hours Scheduled Howrs: 3750 Hours

Wilmington Combo
Wage Tax Code

UL
L]
L0
L]
RN
HO0
L]
0]

€ Reparted Time Status - click ta hige

Date Status Total Sched

Time Reporting Code Comments

0.000000 oon

| menared Hours Summare- click in vis

Home

Mew Window | Help | Customize Page |

i

Al
neEp

&) Dane

2 84 Local intranet

Step

Action

30.

The Submit button saves the Reported Time for processing.
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Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.

Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

View By: | ek v pate: 100252009 | (2 Retiesn << Previous Week Mt Weak =

Reported Howrs:  0.00 Hours  Scheduled Hours:
From Sunday 10/25/2009 to Saturday 10/31/2009

| Timochest \_Overides |

37.50 Hours

Mon Tue Sat Wilmington Combo
0725 1026 1027 10728 10/29 1030 10/31 Total TRC Wage Tax Code
N N O I [ Ja O =
N N O O A [ Ja O =
N N N O B [Ja O =

Submit
€ Reported Time Status - click to hide
Date Status Total Time Reporting Code ::::e(l Comments
0.000000 oon

40 REenarted Hour:

Lmmary- click to vie

Mew Window | Help | Customize Pace | /&, |

&) Dane

2 84 Local intranet

Step

Action

31.

After clicking the Submit button. the Reported Time Status section displays the
Reported Time by date with a status of Submitted.
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Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullack EmpliD 013318
Joh Title:

Intelligent Trans Sys Tech IV EmplRed Mbr: - 0

@ Ciick to hide Instructinns

Report elapsed time with either number of hours worked, units worked or amounts.
Ta reporttime for a different day, week, or time period, change the View By option andfor enter a new date in the Date field
and click on Refresh,

ViewBy: | Week ¥ Date: [10252008]5 (% renen)

== Previous Week Next Week ==

0.00 Hours Sches

Wilmington Combo
TRC Wage Tax Code
N N O I [ Ja O
N N O O A [ Ja O
N N N O B [Ja O
Submit
€ Reported Time Status - click to hide
Date Status Total Time Reporting Code S:::e(l Comments
0.000000 oon
@ Renorad Hours Sommar: - glisk i vie v
&) Dane

2 84 Local intranet

Step Action
32.

Click the scrollbar.
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A

@ Ciick to hide Instructions g |

Report elapsed time with either number of hours worked, units worked or amounts.

Toreporttime for a different day, week, or time period, change the View By option and/or enter a new date in the Date field

and click on Refresh,
View By: | Veek v pate: [10028/2009|H (2 Retiesn << Previous Week Mt Weak =
Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Wilmington Combo
TRC Wage Tax Code
N N O I [ Ja O =
N N O O A [ Ja O =
N N N O B [ Ja O =
Submit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon

[i] Reported Hours Surnmary - click to view

Balances - click ta view
Go To:

Time Reporting
Bunch Timesheet
~|
&) Dane 2 84 Local intranet

Step Action

33.

reported.

[Reported Hours Surnrnary - click to view]

Click the Reported Hours Summary - click to view link.

The Reported Hours Summary section displays a summation of the hours
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@ Ciick to hide Instructions =

Report elapsed time with either number of hours worked, units worked or amounts.

Toreporttime for a different day, week, or time period, change the View By option and/or enter a new date in the Date field

and click on Refresh,
View By: | Veek v pate: [10028/2009|H (2 Retiesn << Previous Week Mt Weak =
Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009 e | Find
{ Timesheet Y Overrides |
Sun Mon  Tue Wed Thu i Wilmington Combo
1025 1026 1027 10128 10129 30 31 Total TRC Wage Tax Code
N N O I [ Ja O =
N N O O A [ Ja O =
N N N O B [ Ja O =

Submit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Reparted Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat
Catedory 1025 10:26 1027 1028 1020 1030 w3 ol 1
Total Reparted Hours
Total Scheduled Haurs 740 760 7.50 760 7.50 37.50
Schedule Deviatian 7.50 7.50 7.50 7.50 7.50 37.50
[ v
&) 2 84 Local intranet
Step Action
34. The Reported Hours Summary section displays categories of Total REG and

Total Overtime only when reported.

Values are displayed in Total Reported Hours when Hours are reported on the
Timesheet.

Values are displayed in Total Scheduled Hours if the employee is assigned a
Schedule.

Values are displayed in Schedule Deviations when there is a difference between
the Reported Hours and the Scheduled Hours.

Press [Enter].
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Home

© Ciick to hide Instructions

Report elapsed time with either number of hours worked, units worked or amounts.

Toreporttime for a different day, week, or time period, change the View By option and/or enter a new date in the Date field
and click on Refresh,

View By: | Veek v pate: [10028/2009|H (2 Retiesn << Previous Week Mt Weak =
0.00 Hours Scheduled H 37.50 Hours:

on  Tue Wed
1026 1027 10728 31 Total TRC

Wilmington Combo

Wage Tax Code

I3

N N O I [ Ja O =

N N O O A [ Ja O =

N N N O B [ Ja O =

Submit
[i] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
[i] Reparted Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Catedory 1025 10:26 1027 1028 1020 1030 103 1o 1
Total Reparted Hours

Total Scheduled Haurs 740 760 7.50 760 7.50 37.50

Schedule Deviatian 7.50 7.50 7.50 7.50 7.50 37.50
g v

2 84 Local intranet

Step Action

35. To view the Balances section use the Vertical Scrollbar.

Click the scrollbar.
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Home
View By: | ek ¥|  Date: |10/35/2008|3 @ Retiesh -« Previous Week Mext Week == A
Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
10/25 10/26 10/27 10/28 1029 1030 10/31 Total TRC Wage Tax Code
I I N O [ ] O B
N I I O O [ Ja B E
N N Y [ Ja O =
Submit
© Reported Time Status - click lo hide
Date Status Total Time Reporting Code Sched ¢ o nments
0.000000 i}
@ Reported Hours Summary- cliskto hids
Sun Mon Tue Wed Thu Fii Sat
Cateqoty 1025 1026 027 1028 10,29 10130 1031 Total
Total Reported Haurs
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Schedule Deviation 7.50 7.50 7.50 7.50 7.50 37.50
[i]
Balances - click to wiew
GoTo:
Time Reporing
Bunch Timesheet
-
&) 2 84 Local intranet

Step Action

36. Click the Balances - click to view link.
[Balances - click to view |
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i ; f Total TRC WageTax  Code 2
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja O =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
Bunch Timesheet
-
&) 2 84 Local intranet
Step Action
37. The Balances section displays Sick, Vacation, and Comp Time Balances.

The Balances section only displays balances for Plans in which the employee is
enrolled.
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Total TRC Wage nx Code ad
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja O =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399,500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
Bunch Timesheet
~|
&) 2 84 Local intranet

Step

Action

38.

The Comp Time balances change based on the View By date entered on the

Timesheet. Comp Time balances may change with refreshes to the View By
date.
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Home
Total TRC Wage nx Code ad
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja O =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
To:

Time Reporting
Bunch Timesheet
~|
&) 2 84 Local intranet

Step Action

39. Clicking the Self Service link returns to the Main Menu.
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Total TRC Wage nx Code ad
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja O =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:
Bunch Timesheet

~|
&) 2 84 Local intranet

Step

Action

40.

When clicked, the Time Reporting link displays the Time Reporting Main Menu
page.
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i ; f Total TRC WageTax  Code 2
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja O =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
~|
&) 2 84 Local intranet
Step Action
41. The Punch Timesheet link is not in use by the State of Delaware.
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N N O I
N O O B
N N N O B

Subrmit

i ] Eenoted Time Status - clickto hide

Date Status Total
0.000000

[i] Reported Hours Summary - clickto hide

Sun Mon Tue
Cateqory 1025 1026 1027
Total Reported Hours
Total Scheduled Hours 7.50
Bchedule Deviation 7.40
i ]
Balances - click to hide
Plan Type Current Balance
Sick 692,500
Vacation 399.500
Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
Bunch Timesheet

nEnEn|
HEE

Time Reporting Code

3

£

2 84 Local intranet

Step

Action

42.

Click the scrollbar.
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Mew Window | Help | Customize Page | /&, #

Timesheet
Eva Bullock EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0
@ Clickfor Instructions
View By: | WWeek ¥|  pate: 10252008 (5 (2 Refiesh <= Previous Week Mextieak ==

Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

S

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo

1025 1026 1027 1028 10229 1030 10/31 Total TRC Wage Tax Code
a O =
Q0O =
Q0O =

Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments
0.000000 oon

[i] Reported Hours Summary - clickto hide

Category

Total Reported Hours

Total

Sun Mon Tue Wed Thu Fri
10:25 10:26 10:27 10:28 10/29 10430

1
=

=

[
-
=4
E

Haur: n il n il i

&l

2 84 Local intranet

Step

Action

43.

Some employees have Work Schedules associated with their time reporting. If a

day has scheduled time, but no time is reported on the Timesheet, the scheduled
time is paid.

If there are no exceptions for the week, there is no need to enter any time.

If time is manually entered on the timesheet for a scheduled day, only the hours
entered are paid. Therefore, when entering Exceptions, all Scheduled Hours for
that day must be accounted for. For example, if you are scheduled to work 8 hours

and you worked 5 hours and took 3 hours of leave, you must also enter 3 hours of
ALT and 5 hours of REG.

Check with your Timekeeper on how to enter time on Pay Periods that include a
State Holiday.

44,

In this example, Eva Bullock worked her normal hours (7.5 REG) with the
exception of Tuesday where she worked (6.5 REG) and took (1.0 ALT).

Let's enter Eva Bullock's time for the week of October 25th.
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Home
Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0
@ Clickfor Instructions
View By: | VWeek v Date: [1028/2008 [ (2 Refiesn << Previous Week Mt Wk =
Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Sun Mon Tue Wed Thu i Sat Wilmington Combo
1025 1026 1027 10128 10129 10/31 Total TRC Wage Tax Code
N N O I [ Ja O =
N O O B [ Ja O =
N N N O B [ Ja DO =
Subrmit
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat
Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Hrwr: i il i il i _ b
2 84 Local intranet

Step Action

45, Click in the Mon 10/26 field.

[ ]
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Home

Mew Window | Help | Customize Page | 5,

Al
tEh

Timesheet
Eva Bullack EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0
@ Clickfor Instructions
View By: | Week “|  pate: [10726/2008 5 (2 Retresn) <= Previous Week Mext Week ==
Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

Sun Mon Tue Wed Thu i Sat Wilmington Combo
1025 1026 1027 10128 10129 10/31 Total TRC Wage Tax Code

UL
L]
L0
L]
RN
L0
L]
0]

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step

Action

46.

Enter the desired information into the Mon 10/26 field. Enter "7.5".
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Home

Mew Window | Help | Customize Page | &)

neEp

Timesheet
Eva Bullack EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0
@ Clickfor Instructions
View By: | Week “|  pate: [10726/2008 5 (2 Retresn) <= Previous Week Mext Week ==
Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

{ Timeshest \_Overides

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1025 1026 1027 1028 10229 1030 10/31 Total TRC Wage Tax Code
[ kO =
- =
e o =
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat
Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Hrwr: i il i il i b

2 84 Local intranet

Step Action

47. Click in the Tue 10/27 field.

]
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Home

Mew Window | Help | Customize Page | 5,

Al
tEh

Timesheet
Eva Bullack EmpliD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0
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Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours
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UL
L]

L0
L]
RN
L0
L]
0]

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step

Action

48.

Enter the desired information into the Tue 10/27 field. Enter "6.5".
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Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat
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Total Reported Hours
Total Hrwr: i il i il i b

2 84 Local intranet

Step Action

49, Click in the Wed 10/28 field.

[ ]
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Sun Mon Tue Wed Thu i Sat Wilmington Combo
1025 1026 1027 10128 10129 10/31 Total TRC Wage Tax Code
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RN
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L]
0]

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step

Action

50.

Enter the desired information into the Wed 10/28 field. Enter "7.5".
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Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
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@ 0O =
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i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o

Total Reported Hours

Total Hrwr: i il i il i b

2 84 Local intranet

Step Action

51. Click in the Thu 10/29 field.

[ ]
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Sun Mon Tue Wed Thu i Sat Wilmington Combo
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L]

RN
L0
L]
0]

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step

Action

52.

Enter the desired information into the Thu 10/29 field. Enter "7.5".
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Timoshort

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code

@ 0O =
Q0O =
Q0O =

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o

Total Reported Hours

Total Hrwr: i il i il i b

2 84 Local intranet

Step Action

53. Click in the Fri 10/30 field.

[ ]
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1031 Total TRC Wage Tax Code

L]
L[]
L0
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i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step

Action

54.

Enter the desired information into the Fri 10/30 field. Enter "7.5".
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Sun Mon Tue Wed Thu Sat Wilmington Combo
1025 1026 1027 1028 10229 1030 10/31 Total TRC Wage Tax Code

[l O
-
[k D

[0 0l [
H B

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code Comments

Sched
His
0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

2 84 Local intranet

Step Action

55. Click in the TRC field.

[ ]
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L]
L[]
10
L]
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i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateusty 1025 1026 027 1028 1029 1030 wp Lol
Total Reported Hours
Tntal Hunr: il il n il i b

Step Action

56. Enter the desired information into the TRC field. Enter "R".
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Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code

@ 0O =
Q0O =
Q0O =

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o

Total Reported Hours

Total Hrwr: i il i il i b

2 84 Local intranet

Step Action

57. Click the Look up TRC button.
[&]
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Home Addd to Favorites Sign out
New Window | Help | /&,

Look Up TRC

Search by: Time Reporting Code hegins with|R

Look Up I Cancel | g d Lookup
Search Results
4] 120f2 [3]

Time Reporting Code Description

RECOG Employee Recognition Award

REG Regular Pay

&

é ‘ﬂ Local intranet

Step Action

58.
Click the REG link.
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Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours
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Wage Tax Code

=
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=

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
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Total Hrwr: i il i il i b

&) Dane

2 84 Local intranet

Step Action

59. Click in the Tue 10/27 field.

]
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50| [7.50 ] [ree o O
]
L]

=
o
=

LI
NE
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O
[0 0l [
HEHEH

L

]
L]
Subrmit

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon

[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateqory 1025 1026 1027 1028 1020 10530 w31 o
Total Reported Hours
Total Hrwr: i il i il i b
&) Dane 2 84 Local intranet
Step Action

60.

Enter the desired information into the Tue 10/27 field. Enter "1.0".
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1025 1026 1027 1028 10129 1030 10/31 Total

Wage Tax Code

=

=
=

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o

Total Reported Hours

Total Hrwr: i il i il i b

&) Dane

2 84 Local intranet

Step Action

61. Click in the TRC field.

[ ]
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Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours
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{ Timesheet Y Overrides |

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo

1025 1026 1027 1028 10229 1030 10/31 Total TRC Wage Tax Code
R =
- =
e o =

i ] Eenoted Time Status - clickto hide

Date Status Total Time Reporting Code % Comments
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Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o

Total Reported Hours

Total Hrwr: i il i il i b

&) Dane

2 84 Local intranet

Step Action

62. Enter the desired information into the TRC field. Enter "A".
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a O =
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i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments
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Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat
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Total Hrwr: i il i il i _ b
&) Dane 2 84 Local intranet

Step Action

Click the Look up TRC button.
[&]
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Look Up TRC
Search by: Time Reporting Code begins with

Look Up | Cancel ‘Auvanced Logkup
Search Results

121 021

ime Reporting Code Desc
ACA Ermployee Cash Award
ADLAM Dan Leave Wacation Adjusted
ADLAS Dan Leave Sick Adjusted
ADLGH Don Leave Wacation Given
ADLGS Dan Leave Sick Given
ADLRS Dan Leave Sick Recelved
ADLTS Don Leave Sick Taken
AFSH TEL Deceased Sick P/O
AFYH TEL Deceased Wac PIO
AGA Emplovee Gift Award
AJHOL Holiday Adjustment
ALA Annual Leave Adjustment
ALT Annual Leave Taken
AROA Adj for REG Payment Amount
AROH Adj for REG Payment Hours
ARPA Retroactive Pay-- Amounts
ARPH Retroactive Pay-- Hours
ARSH Retire Accrue Sick Pay Hours
ARVH Retire Accrue Yaca Pay Hours
ATVA Term accrue vaca payout- AMT
ATYH Term Accrue Yaca Pay- Hours
&) 2 84 Local intranet

Step Action

64.
Click the ALT link.
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Timoshort

Sun Mon Tue Wed Thu Fri Sat Wilmington

Combo
1025 1026 1027 1028 10129 1030 10/31 Total Wage Tax Code
a O =
O =
O =
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments
0.000000 7|] on

[i] Reported Hours Summary - clickto hide

Category % ﬁ e 1ok o Tost Total
Total Reported Hours
B0 ! ’ ' ’ ' B oo
Step Action
65. Prior to submitting the Timesheet, view this employee's current leave balance
information.
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@ 0O
O
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i ] Eenoted Time Status - clickto hide
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[i] Reported Hours Summary - clickto hide

Sun Mon Tue Wed Thu Fri Sat
Cateqory 1025 1026 1027 1028 1020 1030 103 2 ol
Total Reported Hours
Total Hrwr: i il i il i b
&) Dane

2 84 Local intranet

Step Action

66.
Click the scrollbar.
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T [rs0 750 | [7s0 | [rs0| [ REs @ O =
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i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fri Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
Bunch Timesheet
~|
2 84 Local intranet

&) Dane

Step

Action

67.

View this employee's current Sick and Vacation leave balance information.

Note the Sick leave balance is 693.500 and the Vacation leave balance is 399.500.
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Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat

Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Bchedule Deviation 7.40 7.60 7.50 7.60 7.50 37.50
i ]

Balances - click to hide

Plan Type Current Balance

Sick 692,500

Vacation 399.500

Comp Tirne - FLE240/0 2.000
Go Sell Service
To:

Time Reporting
Bunch Timesheet
~|
&) Dane 2 84 Local intranet

Step Action

68.
Click the scrollbar.
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Timesheet

Eva Bullock

EmpliD: 013318

Job Title: Intelligent Trans Sys Tech IV EmplRed Mbro 0

Home

@ Diick s Instnuctinns
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Timoshort

Sun Mon  Tue Wed Thu Fri Sat

View By: | Week “|  pate: [10726/2008 5 (2 Retresn) <= Previous Week Mext Week ==
Reported Howrs: 0.00 Haurs ScheduledHours: 37 50 Hours

Mew Window | Help | Customize Page | 5,

Al
neEp

Wilmington Combo
1025 1026 1027 1028 10129 1030 10/31 Total Wage Tax Code
a O =

O =

O =
i ] Eenoted Time Status - clickto hide
Date Status Total Time Reporting Code % Comments

0.000000 oon
Li] Reported Hours Summary - click to hide
Sun Mon Tue Wed Thu Fii Sat
Cateqory 1025 1026 1027 1028 10320 10530 w31 o
Total Reported Hours
Total Hrwr: i il i il i _ b
&) Dane 2 84 Local intranet

69. Submit the Timesheet for processing.

Click the Submit button.
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Addd to Favorites
New Window | Help | C ize Page | 5}
Timesheet
Submit Confirmation
“ The Submitwas successful.
Reported Time for the Week of 2009-10-25to 2009-10-31 is submitted
< >
@ Done 1= ‘j Local intranet
Step Action

Click the OK button.
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O Ciickor )
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Reported Howrs: 3750 Hours|  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
{ Timesheet Y Overrides |
Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1025 1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code
C ] I O a O =
T | ) ] ] e | | we e | O =2 ®
Submit
© Reported Time Status - elick lo hide
Date Status Total Time Reporting Code af;‘ed Comments
10/26/2009  Submitted 7.50 REG 750@
10/27/2009  Submitted 1.00 ALT 750 Q |
107272009 Submitted 6.50 REG 75002
10/28/2009  Submitted 7.50 REG TEDO
10/29/2009  Submitted 7.50 REG 750@
10/302009  Submitted 7.50 REG 750@
- v
&) Dane 2 84 Local intranet

Step Action

71. Notice the Reported Hours field now reflects the 37.50 hours just submitted.
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Job Title:  Intelligent Trans Sys Tech IV

EmpliD:

013318

Empl Red Nbr: a

Home

@ Ciick for Instructinns

View By: |Weak 3 Date:

Reported Howrs: 37 50Hours  Scheduled Howrs:
From Sunday 10/25/2009 to Saturday 10/31/2009

Mon
10126

Wed
1028

Tue
10127

Thu
10129

Fri
1030

Sat
10/31

Submit

© Reporied Time Status - elickto hige

Total

1072602009 |5 (2 Fetresn |

37.50 Hours:

== Previoy

TRC

5 Week

Wilmington
Wage Tax

Combo
Code

Mext Week ==

Mew Window | Help | Customize Page | 5,

Al
neEp

Date Status Total Time Reporting Code af;‘ed Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT YEI]Q |
107272009 Submitted 6.50 REG 75002

10/28/2009  Submitted 7.50 REG YEI]O

10/29/2009  Submitted 7.50 REG 750@

10/302009  Submitted 7.50 REG 750@

- v

&) Dane 2 84 Local intranet
Step Action

72.

After submitting the Timesheet, the TRCs are reordered alphabetically.
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1025 1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code

C 1] N I O
IR 0| [ | s [RE6 @ O

Submit

© Reported Time Status - elick lo hide

Date Status Total Time Reporting Code af;‘ed Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT YEDQ |

107272009 Submitted 6.50 REG 750@

10/28/2009  Submitted 7.50 REG YEDO

10/29/2009  Submitted 7.50 REG 750@

10/302009  Submitted 7.50 REG 750@

P v
&) Dane

2 84 Local intranet

Step Action

73. The Reported Time Status section is now populated.
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L PHRST-TR
=

Mew Window | Help | Customize Page | /&, #

Timesheet

Eva Bullock EmpllD: 013318

Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0

@ Ciick for Instructinns

View By: | ek ~|  pate: [10028:2009 |5 (2 Retiesn << Previous Week Mt ek =

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

{ Timosheet \_Orerides |
Sun Mon  Tue Wed Thu Fri Sat
1025 1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code

C 0L I [ )L JL I Jwm A7 Ja O
T ] ] @] pa] o e a0

© Reporied Time Status - elickto hige

Customize | Find

Wilmington Combo

[0 [
e

Submit

Date Status Total Time Reporting Code af;‘ed Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT YEI]Q 1
107272009 Submitted 6.50 REG 750)0>

10/28/2009  Submitted 7.50 REG YEI]O

10/29/2009  Submitted 7.50 REG 750@

10/302009  Submitted 7.50 REG 750@

- v

&) Dane 2 84 Local intranet
Step Action

74.

Once time is submitted, a Comments bubble displays beside each row of reported
time.

Note: Comments are associated with a date, not the TRC or Hours. If entering

two different TRCs on a single date, two rows of reported time appear for that
date.

If entering a comment on one of the rows, both rows will reflect the same
comment.
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PHRST-TR
=
Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0
O Ciickor )
View By: | ek ~|  pate: [10028:2009 |5 (2 Retiesn << Previous Week Mt ek =
Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
{ Timesheet Y Overrides |
Sun Mon  Tue Wed Thu Fri Sat on  Combo
1025 1026 1027 1028 10129 1030 10/31 Total aK Code
C 1[0 ] N N O
=] T =
Submit
© Reported Time Status - elick lo hide
Date Status Total Time Reporting Code af;‘ed Comments
10/26/2009  Submitted 7.50 REG 750@
10/27/2009  Submitted 1.00 ALT 750 Q |
107272009 Submitted 6.50 REG 75002
10/28/2009  Submitted 7.50 REG YEIJO
10/29/2009  Submitted 7.50 REG 750@
10/302009  Submitted 7.50 REG 750@
- v
&) Dane 2 84 Local intranet

75.

Click the Comments button.
5
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L PHRST-TR
=

Comments
Ewa Bullock

Joh Title: Intelligent Trans Sys Tech IV

Mew Window | Help | Customize Page | 15,

ErnpliD: 0mzze

Empl Red Mbr: - 0

Date Under Report:  10i27/2003

Operatorld  DateTime Created |Source

Comment

Customize | Find | View

10/27¢2009

1013318 210PM

Time Reporting

Save Cancel
EEN

&) Dane

2 84 Local intranet

Step Action

76.

The Operator Id and Date Time Created information are captured for reference.
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L PHRST-TR
=

Comments
Eva Bullock ErnpliD: 013318
Joh Title: Intelligent Trans Sys Tech IV Empl Red Mbr: - 0

Mew Window | Help | Customize Page | 15,

1013318

Save

Date Under Report:  10i27/2003

Operatorld  DateTime Created Source

Custormize | Find |

Comment

10/27¢2009

210PM Time Reporting

Cancel

&) Dane

2 84 Local intranet

Step

Action

77.

The Comment field holds up to 250 characters.
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L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

Comments
Eva Bullock ErnpliD: 013318
Joh Title: Intelligent Trans Sys Tech IV Empl Red Mbr: - 0

Date Under Report:  10i27/2003

Customize | Find
Operatorld  DateTime Created Source Comment
10/27¢2009
1013318 3100m Time Reporting

Cancel

&) Dane 2 84 Local intranet

Step Action

78.

To enter additional text for the same date, click the Plus [+] sign.
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L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

Comments
Eva Bullock ErnpliD: 013318
Joh Title: Intelligent Trans Sys Tech IV Empl Red Mbr: - 0

Date Under Report:  10i27/2003

Operatorld  DateTime Created Source Comment
10/27¢2009
1013318 3100m Time Reporting

Cancel

&) Dane

2 84 Local intranet

Step Action

79. Click in the Comment field.
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Comments
Eva Bullock ErnpliD: 013318
Joh Title: Intelligent Trans Sys Tech IV Empl Red Mbr: - 0

Mew Window | Help | Customize Page | 15,

Date Under Report:  10i27/2003

Operatorld  DateTime Created Source Comment
1013318

Save Cancel

Custormize | Find |

10/27¢2009
3100m Time Reporting

&) Dane

2 84 Local intranet

Step

Action

80.

Enter the desired information into the Comment field. Enter "Took one hour of
annual leave".
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L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

Comments
Eva Bullock ErnpliD: 013318
Joh Title: Intelligent Trans Sys Tech IV Empl Red Mbr: - 0

Date Under Report:  10i27/2003

Operatorld  DateTime Created Source Comment

Took one hour of annual leave
10/27¢2009

1013318 3100m Time Reporting

Save Cancel

&) Dane

2 84 Local intranet

Step Action

81. Click the Save button.

Save
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=

Add to Favorites

New Window | Help | /5,
Are you sure you want to save the comment(s) entered? (13504,10060)
Once the page is saved, the comments cannot be changed.
Press OK to Save or press Cancel to return to the Comments page without saving.
OK Cancel
&’] Done 8 '3 Local intranet

82.

When saving a Comment, a message displays asking "Are you sure you want to
save the Comment(s) entered?"

IMPORTANT: After saving a Comment, it cannot be changed or deleted.
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L PHRST-TR
Eli4

oK

Are you sure you want to save the comment(s) entered? (13504,10060)

Once the page is saved, the comments cannot be changed.
Press OK to Save or press Cancel to return to the Comments page without saving.
Cancel

Home

Add to Favorites

Sign out

New Window | Help | B,

&] Done

é ‘j Local intranet

Step

Action

83.

Click the OK button.
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L PHRST-TR
=

Mew Window | Help | Customize Page | /&, #

Timesheet

Eva Bullock EmpllD: 013318

Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0

@ Ciick for Instructinns

View By: | Mesk ~|  pate: [roizs009[H (2 Renesn == Previous Week Mt ek =

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

{ Timeshest \_Overides

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo

1025 1026 10227 108 1029 1030 1031 Total TRC WageTax  Code
N 1 O O P P < W = ®
"] ] Em] ] ] 7] [ s e o D 2 ®
Submit
© Reporied Time Status - elickto hige
Date Status Total Time Reporting Code af;‘ed Comments
10/26/2009  Submitted 7.50 REG 7.50
10/2772009  Submitted 1,00 ALT 7505
10/27/2009 Submitted 6.50 REG 750 &
10/28/2009  Submitted 750 REG 75000
10/20/2008  Submitted 750 REG 7500
1003072009 Submitted 7.50 REG 75000
- v
&) Dane 2 84 Local intranet
Step Action
84. Once saved, the Comments bubble contains lines indicating that a comment

exists.

Remember, since there were two different TRCs entered for a single date, there

are two rows of Reported Time for that date and both rows reflect the same
comment.
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Timesheet
Eva Bullock

Job Title:  Intelligent Trans Sys Tech IV

EmpliD: 013318

Empl Red Nbr: a

Mew Window | Help | Customize Pace | /&, |

O Ciick e )

View By: |Weak

Date: |/2572008 |5 (@ Retiesh )

Reported Howrs: 37 50 Hours

== Previous Week

Scheduled Howrs:  37.50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1025 1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code
C L JRhwl[ [ J[ 1. Jw prja D = &
C ) e fw am] | ww e @ O = ®

© Reporied Time Status - elickto hige

Submit

Date Status Total Time Reporting Code af;‘ed Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT YEI]Q b |
107272009 Submitted 6.50 REG 750 &

10/28/2009  Submitted 7.50 REG YEI]O

10/29/2009  Submitted 7.50 REG 750@

10/302009  Submitted 7.50 REG 750@

- v

&) Dane 2 84 Local intranet
Step Action

85.

If all Reported Time is deleted on the date the Comment was entered, the
Comment is deleted.

If entering new time for that date, the Comment originally associated with the
date displays again.
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PHRST-TR
=
Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0
@ giick for nstustions
ViewBy: | WWesk ~|  pate: [roszarzo0s|E (@Rewesn) <= Previgus Week Mext Week ==

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Sun Mon Tue Wed Thu Sat Wilmington Combo
1025 1026 1027 1028 1029 1030 10/31 Total TRC Wage Tax Code

C 1] N I
1 [ aesn

Submit

© Reporied Time Status - elickto hige

Date Status Total Time Reporting Code af;‘ed Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT YEDQ

107272009 Submitted 6.50 REG 750 &

10/28/2009  Submitted 7.50 REG YEDO

10/29/2009  Submitted 7.50 REG 750@

10/302009  Submitted 7.50 REG 750@

- v

&) Dane 2 84 Local intranet

Step Action

86.
Click the scrollbar.
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L PHRST-TR
=

@ ciick for Instructinns A
Viewpy: |Week ¥|  pater [102572008[5 (2 Renesn =< Previous Week NextWeek >
ReportedHowrs: 3750 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
mesheet
Su Mon Tue d Tl Sat Wilmington Combo
1025 10/26 10727 10/28 1029 10730 [ Total TRC Wage Tax Code
] L L Q D =
| o] o] | | | we e ] O =2 ®
Submit
© Reported Time Status - click to hide
Dat . . Sched
e Status Total Time Reporting Code His Comments
10/26/2009  Submitted 7.50 REG TEDQ
1072772009 Submitted 1.00 ALT 7.50
10/27/2009  Submitted B.50 REG 750@
10/28/2009  Submitted 7.50 REG 750@
1072972009 Submitted 7.50 REG 750 (2
10/30/2009  Submitted 7.50 REG TEDO
[i] Reparted Hours Summary - click to view
Balances - click ta view
Go To:
Time Reporting
Bunch Timesheet
~
&) Dane 2 84 Local intranet

Step

Action

87.

Click the Reported Hours Summary - click to view link.
Reported Hours Surnrnary - click to \tieg

88.

With the reporting of REG time, the Category of Total REG now displays in the
Reported Hours Summary.
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PHRST-TR
=
@ ciick for Instructinns A
Viewdy: [Week | pate; [102572009]50 Braheh) < previous week Nextieek =
Reported Hours: 27 50 Hours 1 37.50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timesheet _OvErrldeS
Sun Mon Tue Wed Thu Sat Wilmington Combo
10/25 10/26 10/27 10/28 1029 10730 10/31 Total TRC Wage Tax Code
L0 LI T I S
(] @ O
Submit
© Reported Time Status - click to hide
Dat . . Sched
e Status Total Time Reporting Code His Comments

10/26/2009  Submitted 7.50 REG TEDQ
1072772009 Submitted 1.00 ALT 7.50
10/27/2009  Submitted B.50 REG 750@
10/28/2009  Submitted 7.50 REG 750@
1072972009 Submitted 7.50 REG 750 (2
10/30/2009  Submitted 7.50 REG TEDO
[i] Reparted Hours Summary - click to hide

Mon Sat |
Catedory 10:26 ; w3 ol
Total REG 7.50 7.50 37.50
Total Reported Hours 7.50 7.50 37.50
Total Scheduled Hours 7.50 7.50 37.50
Schedule Deviation

v
&) 2 84 Local intranet

Step Action

89.

Click the scrollbar.
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Sun Mon Tue Wed Thu Fri Sat Wilmington Combo &)
10/25 10/26 10/27 10/28 1029 10/30 10/31 Total TRC Wage Tax Code
L1 ] N N O
Lk o] [ ] w0 [Rec J0 D
Bubrmit
[i] Reparted Time Status - click to hide
Date Status Total Time Reporting Code ::::e(l Comments
10/26/2009  Submitted 7.50 REG 750@
10/27/2009  Submitted 1.00 ALT 7.50 D
1072772009 Submitted 650 REG YEDQ
1072872009 Submitted 7.50 REG 75002
10/29/2009  Submitted 7.50 REG YEDD
10/30/2009  Submitted 7.50 REG 7EDO
@ Reported Hours Summary- cliskto hids
Sun Mon Tue Wed Thu i Sat
Cateqoty 1025 1026 027 1028 10,29 1013 1031 Total
Total REG 740 740 7.50 740 7.80 37.50
Total Reported Hours 740 780 7.50 780 7.50 37.50
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Schedule Deviation
[i]
Balances - click to wiew
GoTo:
Time Reporing
Bunch Timesheet
~|
&) 2 84 Local intranet

90.

Click the Balances - click to view link.

Balances - clickto \tieg
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Home
Sun Mon Tue Wed Thu Fri Sat Wil on  Combo &)
10/25 10/26 10/27 10/28 1029 10/30 10/31 Total TRC Wage Tax Code
L1 ] N N =
] e e 3D =
Subimit
[i] Renoed Time Status - clickto hide
Date Status Total Time Reporting Code Sched Comments
10/26/2009  Submitted 7.50 REG 750@
10/27/2009  Submitted 1.00 ALT 7.50 D
1072772009 Submitted 650 REG YEDQ
1072872009 Submitted 7.50 REG 75002
10/29/2009  Submitted 7.50 REG YEDD
10/30/2009  Submitted 7.50 REG 7EDO
i ] Reparted Hours Sumimary - click to hide
Sun Mon Tue Wed Thu i Sat

Cateqoty 1025 1026 027 1028 10,29 10130 1031 Total
Total REG 740 740 7.50 740 7.80 37.50
Total Reported Hours 740 780 7.50 780 7.50 37.50
Total Scheduled Hours 7.50 7.50 7.80 7.50 7.50 37.50
Schedule Deviation
[i]

Balances - click to hide

Plan Type Current Balance

Sick 692500

Eacanun 398.500|

Comp Time - FLE240/0 2.000 3

&) 2 84 Local intranet

Step

Action

91.

Notice the Vacation balance value has updated to reflect the 1 hour of ALT
submitted on the Timesheet.
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Date

10/26/2009
1002772009
10/27/2009
10/28/2009
10/29/2009
10/30/2009

e

Status

Submitted
Submitted
Submitted
Submitted
Submitted
Submitted

[i] Reported Time Status - click to hide

[i] Reported Hours Summary - clickto hide

Category
Total REG

Total Schedul

i}

Sick

Ta:

Vacation
Comp Tirne - FLE240/0

Sun
1025

Total Reported Hours

led Hours

Schedule Dewiation

Balances - click {o hide

Plan Type

Go Sell Service

Time Reporting
Bunch Timesheet

Total Time Reporting Code
7.50 REG
1.00 ALT
650 REG
7.50 REG
7.50 REG
7.50 REG
Mon Tue Wed
1026 1027 1028
7.50 7.50 7.80
7.50 7.50 7.80
7.50 7.50 7.80

Current Balance
692,500
398,500
2.000

Sched

His Comments

T80
750 @
750
7500
7500
T80

=
=
7
2

=
s
=
=4
IS
=
=
<

=
=4
=

37.50
37.50
37.50

&l

2 84 Local intranet

Step

Action

92.

Congratulations! You now know how to:

- Navigate to the Timesheet page
- Enter time on the Timesheet
- View Leave Balance information
End of Procedure.

Exception Icon

Procedure

PHRST End User Training

v8.9

Exception Icon

By the end of this topic, you will be able to:

- View the Exception Icon
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Approximate time to complete topic: 1 minute

PHRST-TR

Personalize Content | Layout

Search:

|®
> My Favorites
[ DE Leave Accrual Components
[ Self Service
[ Worklist
[ Reporting Tools
> PeopleTools
— Change My Password
— My System Profile

B & Local intranet:

Step Action

Click the Self Service link.
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PHRST-TR

Home

% i, Self Service

Hawigate to your el service information and activties

=1 Time Reporting ?"«% Benefits
59 Report and review your tine, schedules, request absences and mare Revizur health, insurance, savings, pension or other benefts information.

Search:

- My Faworites
- DE Leave Accrual
Components

orting [ Report Time Review and update dependert and beneficiary personal information.
I Benefits ] User Preferences [ Benefits Information
(> Worklist = Benetits Summary

> Reporting Tools =] DE Open Enrollment
> PeopleToals
- Change My Password

- My System Profila

&) Dane 2 & Local intranet

Step Action

2. Click the Time Reporting link.
[ Time Reparting,

3. Click the Report Time link.

4, Click the Timesheet link.
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PHRST-TR

Search: Mew Window | Help | Customize Page | /5, #
®

- My Faworites Timesheet
I DE Leave Accrual

Gompanents Barbara Atkinsaon EmpliD: 019168
[ Self Service

< Time Reporting Job Title:  Asst Dir, Transportation Eng EmplRedMbr: @

= Report Time
— Timesheet & Glick for Instnuctions

B View By | Wesk ¥ pate: 21320095 (2 retesn) =< Previous Vieek Mext Wissk ==
[ orklist
> Reporting Tools
- PeopleTools ReportedHours:  0.00 Hours Scheduled Hours: 37 50 Hours

- Chanoe Wy Password
[~ My System Profile

From Sunday 12/13/2009 to Saturday 12/19/2009

Mon Tue Wed Thu i Wilmington  Combo
1214 12115 12116 1217 i Wage Tax Code

e Benoded Time Status - clickta hide

Date Status Tatal Time Reporting Code.~ Sc2!
0000000 0.00

i) Reported Hours Summary - click 10 view

Balances - clickto view ] |
Go To

Time Reporting

&) Dane 2 & Local intranet

Step Action

5. Click the Collapse Menu button.
=

6. Click in the Date field.

12/13¢2009

Enter the desired information into the Date field. Enter a valid value e.g.
"083009".

8. Click the Refresh Timesheet button.

0. When Time reported does not comply with TL Rules, an Exception Icon is
displayed. Timekeepers are responsible for monitoring Exception conditions.
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Step Action

10. In this example, the employee

reported more than 24 hours of REG in
one day and used the T12H TRC

that was not in their TRC program.

The Exception Icon identifies the date
the exception occurred and appears
under the Reported Time Status Link.

Click the Exception button.

L PHRST-TR
=l

Mew Window | Heln | Customize Page |,

Exceptions
Barhara Atkinson EmpliD 019188
Job Title:  AsstDir, Transportation Eng Empl Red Nor:— 01

Payable time will be created for time with Low or Medium severity exceptions. Time that has an
exception with a High severity level will not create payahle time

¥ Filter Options

{ Overview | Detis | [N

Exception ID Description Date Severil
TLx01540 More than 24 hours reported 09/01/2009 Low
TLAOD440 TRC s hotin TRGC Program 09/0412008 High

GoTo  Self Service

Time Reporing
Return to Previous Page

&) S & Local intranst

Step Action

11. This is a view-only page that provides the description of the exception.

Click the Return to Previous Page link.
[Returm to Previous Pacel
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Step Action

12. Congratulations! You are now able to:

- View the Exception Icon
End of Procedure.

User Preferences

PHRST End User Training
v8.9
User Preferences

Procedure

By the end of this topic, you will be able to:

- Navigate to the Time Reporting Preferences page.
- Understand the different types of User Preferences options.

Approximate time to complete topic: 4 minutes

L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

Timesheet

Barbara Atkinson EmpliD: 013084

Job Title: Managerment Analyst |11 EmplRed Mbr: 0

@ Ciick for Instructinns

View By: | ek v pate: [10:25:2009 5 (2 Renesn << Previous Week Mest ek =

Reported Howrs:  0.00 Hours Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

{ Timeshest \_ovrides

Sun Mon Tue Wed Thu Fri Sat Wilmington Combo
1025 1026 1027 1028 10229 1030 10/31 Total TRC Wage Tax Code
N A I O O O R [ Ja O E
N O O B [ Ja O =
N N N O B [ Ja DO =
Submit
i ] Reported Time Status - click to hide
Date Status Total Time Reporting Code a;::e(l Comments
0.000000 oon

[i] Reported Hours Surnmary - click to view

Balances - clickto vigw
GoTo:

Time Reporting

Al

&l

2 %3 Local intranet
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Step Action

1. There are no preferences currently set for this employee. The next steps
demonstrate how to set up User Preferences.

Note: Preferences that are set and saved override any defaults.

PHRST-TR

Home
Personalize Content | Layout

Search:

‘ |®

> My Favorites

> DE Leave Accrual Components
[> Self Service

[ Worklist

[ Reporting Tools

> PeopleTools

— Change My Password

— My Syster Profile

8 S Local intranet

Step Action

2. Click the Self Service link.
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PHRST-TR

Search:

- My Faworites
I DE Leave Accrual

Mavigate to your self service information and activities
Components 5

Time Reporting
i Report and review your tine, schedules, request absences and more.
[ Report Time
= Uzer Preferences

I> Tirme Reporting
[» Benefits

[+ Worklist

> Reporting Tools
> PeopleToals

I~ Change My Password
- My System Profila

Home

enefits
Review health, insurance, savings, pension or other kenefits information.
Review and update dependent and beneficiary personal informetion.
L1 Benefits Information
= Benetits Summary
= DE Open Enroliment

&) Dane

2 84 Local intranet

Step Action

3. Click the Time Reporting link.
[ Time Reparting,
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PHRST-TR

Search:

(O]

- My Faworites
- DE Leave Accrual
Components

i Time Reporting

Report and review your time, schedules, reguest absences and more.

ﬁ Report Time
Report your time and reguest planned overtime and absences
= Timesheet

[ Repart Time
— User Preferences

[» Bengfits

[+ Worklist

> Reporting Tools

> PeopleTools

- Chanoe My Password

- My System Profile

Home

= User Preferences
iew or update your fime reporting and scheduling preferences

&) Dane

2 84 Local intranet

Step Action

4, Click the User Preferences link.
Lzer Preferences
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Home
Search: Mew Window | Help | Customize Page | 15,
Wy Favaries { Time Reporting P "\ Schedule F )
- DE Leave Accrual . :
Components Time Reporting Preferences
[ Self Service
= Time Reporting Barhara Atkinson D: 013084 EmplRcd#: 0
[ Repart Time
TRC Code or Descri| |D|5p|ayTF{CJ’TRC Description v|
[> Benefits
- trlorklist Time Prepopulation Method | b |
- Reporting Tools
- PeapleTaols Default Timesheet Display |W99k‘!f 5 |
- Chanoe Wy Password
|- My Gystem Profile *Start Day of Week 7- Sunday b
oC\ickto View Additional Infarmation
Task Value Defaults
Task Task Reporting Elements ChartFields
'Taskaroup Des:
DOSTATE | State Organizations Taskgroup =
Save
GoTo  Self Service
Time Reporting
[=] watify
&) Dane 2 84 Local intranet

Step Action

5. Click the Collapse Menu button.
=
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L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \
Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description

|D\5p\ayTRCITRC Description v‘

Task
‘Taskaroup

Save

[=] Matify

Time Prepopulation Method | v ‘
Default Ti Display [wisekty v
'Start Day of Week

[i]

Click to View Additional Infarmation

Task Value Defaults
Task Reporting Elements ChantFields

O0STATE Q State Crganizations Taskgroup E|

GoTo:  SelfService
Time Reparting

Description

2 84 Local intranet

Step

Action

The Time Reporting Preferences page allows Users to set Time Reporting
Preferences to prepopulate the Timesheet with TRCs and Combo Codes.
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Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

| v

Time Prepopulation Method

Default Timesheet Display |WEE|“V v‘

‘Start Day of Week 7 - Bunday ~

ochck to View Additional Infarmation
Task Value Defaults

Task Task Reporting Elements ChantFields
‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup E|
Save

GoTo:  SelfService
Time Reparting

[=] Matify

€l ) & Localintranet

Step Action

7. The TRC Code or Description field is not in use by the State of Delaware.
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Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

013084 EmplRed# 01

Barbara Atkinson ID:

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method | v ‘
Defauit T Display [wiaeky v
‘Start Day of Week 7 - Bunday ~

ochckta View Additional Information

Task Value Defaults

Task Y(_Task Reporting Elements 1 ChariFields

‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup E|
Save

GoTo:  SelfService
Time Reparting

[=] Matify

Home

Mew Window | Help | Customize Page | 15,

2 84 Local intranet

Step Action

8. Click the Time Prepopulation Method list.

I v
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Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinsan ID: 013084 EmplRed#: 0
TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"
Time Prepopulation Method b
Default Timesheet Display Prior Period
Schedulg Information
*Start Day of Week TaskValues
[i]

Click to View Additional Infarmation

Task Value Defaults Cu B First [y o1 D gt
Task Task Reporting Elements ChartFields ¥)

‘Taskaroup Description

Q State Organizations Taskgroup =

Save

GoTo:  SelfService
Time Reparting

[=] Matify

&) 2 84 Local intranet

Step Action

0. The three options for this field are:
Prior Period - Not in use by the State of Delaware.

Schedule Information - The employee's scheduled hours will prepopulate on the
Timesheet.

Task Values - The Task Value Defaults section becomes active to enter TRCs and
Combo Codes to populate the Timesheet.
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Barbara Atkinson

TRC Code or Description
Time Prepopulation Method
Default Timesheet Display

‘Start Day of Week

i}

Task Value Defaults

Time Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15,

Task Task Reporting Elements

Time Reporting Preferences

ID: 013084

|D\5p\ayTRCITRC Description v‘

v

Prior Period
Schedulg Information
TaskValues

Click to View Additional Infarmation

ChartFields

Empl Red#: i

‘Taskaroup

s
Save

GoTo:  SelfService
Time Reparting

[=] Matify

Description

State Crganizations Taskgroup

2 84 Local intranet

Step

Action

10. Click the Task Values list item.

[Taskvalues
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Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method

| wizeky v

Default Timesheet Display

‘Start Day of Week 7 - Bunday ~

ochck to View Additional Infarmation
Task Value Defaults

Task Task Reporting Elements ChantFields
‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup E|
Save

GoTo:  SelfService
Time Reparting

[=] Matify

Home

Mew Window | Help | Customize Page | 15,

2 84 Local intranet

Step Action

11. Click the Default Timesheet Display list.
IWeekI\,r vI
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Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method | TaskValues b ‘
Defautt T Display Wieekly b
‘Start Day of Week Daily

o Time Reporting Period

Click to View Additional Infarmal
Task Value Defaults
Task
‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup E|
Save

GoTo:  SelfService

ChartFields

Task Reporting Elements

Time Reparting

[=] Matify

Home

Mew Window | Help | Customize Page | 15,

2 84 Local intranet

Step Action

12. Click the Time Reporting Period list item.
[Time Reparting Period |
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Mew Window | Help | Customize Page | 15,

i}

GoTao:

[=] Matify

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0
TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"
Time Prepopulation Method [Taskvalves |

Default Timesheet Display 0
‘Start Day of Week 7 - Bunday ~

Click to View Additional Infarmation

Task Value Defaults

Task Task Reporting Elements ChantFields
‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup E|
Save

Self Service

Time Reparting

2 84 Local intranet

Step

Action

13.

The Default Timesheet Display field overrides any value previously entered in
the View By field on the Timesheet.
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Mew Window | Help | Customize Page | 15,

i}

Task
‘Taskaroup

Save

[=] Matify

Default Timesheet Display

‘Start Day of Week 7 - Bunday ~

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0
TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"
Time Prepopulation Method [Taskvalves |

Time Reporting Period

Click to View Additional Infarmation

Task Value Defaults

Task Reporting Elements ChantFields
Description

O0STATE Q State Crganizations Taskgroup E|

GoTo:  SelfService
Time Reparting

2 84 Local intranet

Step

Action

14.

The Start Day of Week field defaults to 7 - Sunday.

Note: Do not change this default value.

15.

The Task tab displays the Taskgroup and Taskgroup Description.

Note: Do not change this field.

16.

The Task Reporting Elements tab is not in use by the State of Delaware.

Page 109




Training Guide

T&L Employee Self Service
PHRST

Home
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Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method |TaSkVaIues v‘

Default Timesheet Display | Time Reporting Perind b ‘

‘Start Day of Week 7 - Bunday ~
Li]

Click to View Additional Infarmation

Task Value Defaults

Task Reporting Elements | CharfFiclds

‘Taskaroup il Unit Combo Code

s —) =
Save

GoTo:  Mananer Self Service
Time Management

[=] Matify

€l ) & Localintranet

Step Action

17. Click the ChartFields tab.
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Time Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15,

Time Reporting Preferences

Barbara Atkinson ID: 013084

TRC Code or Description ‘ Display TRG/TRC Description 3 |

Time Prepopulation Method ‘ Task Yalues v |
Default T Display | Time Reparting Period ~]
‘Start Day of Week

[i}

Click to View Additional Infarmation
Task Value Defaults

Task Task Reporting Elements ChartFields

Empl Red#: 0

'Taskaroup TRC Combo Code Edit ChartFields

Save

GoTo:  SelfService

Time Repatting

[=] atify

BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project

B

2 84 Local intranet

Step Action

Click in the TRC field.

[ 1]

18.
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Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description ‘ Display TRG/TRC Description 3 |

| Task Values v

Time Prepopulation Method

Default Timesheet Display ‘ Tirne Reporting Period b |

‘Start Day of Week 7 - Sunday .

ochck to View Additional Infarmation
Task Value Defaults
Task Task Reporting Elements | ChartFields

'Taskaroup TRC Combo Code Edit ChartFields BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project

Save

GoTo:  SelfService

Time Repatting

[=] atify

2 84 Local intranet

B

Step Action

19. Enter the desired information into the TRC field.

Enter "REG".
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Time Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15,

Time Reporting Preferences

Barbara Atkinson ID: 013084

TRC Code or Description ‘ Display TRG/TRC Description 3 |

Time Prepopulation Method ‘ Task Yalues v |
Default T Display | Time Reparting Period ~]
‘Start Day of Week 7 - Sunday .

ochck to View Additional Infarmation
Task Value Defaults

Empl Red#: 0

e ]
Save

GoTo:  SelfService
Time Repatting

[=] atify

Task Task Reporting Elements ChartFields
'Taskaroup TRC Combo Code Edit ChartFields BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project

B

2 84 Local intranet

Step Action

20.
Click the scrollbar.

3|
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B4 Empl Red#: 0

Mew Window | Help | Customize Page | 15,

Customnize | Eind | Yiew Firet [0 1 of 1 [ Last
e E
Fields BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project Activi Resource  Fund Affil  Affiliate
Cat
Fields =l
< |
&) 2 84 Local intranet

Step Action

21. Click the Add a new row button.
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[lime Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15

Fime Reporting Preferences

arbara Atkinson ID: 013084

RC Code or Description ‘ Display TRGTRC Description 3 ‘

ime Prepopulation Method ‘Task\fa\uea v‘

‘T\me Reporting Period V‘
7 - Sunday v

 Clickto View Additional Information
Task Value Defaulis

efault Timesheet Display

ptart Day of Week

Task Task Reporting Elements ChartFields

Empl Red# 0

Taskaroup TRC Combo Code

Save

GoTo:

Edit ChartFields

Self Service

Time Reporting

] haatify

BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project

<
&) Dane

2 84 Local intranet

Step Action

22. Click in the TRC field.

[ 1]
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Mew Window | Help | Customize Page | 15

[lime Reporting Preferences Y Schedule Preferences \

Fime Reporting Preferences

arbara Atkinson ID: 013084 EmplRcds: 0

RC Code or Description ‘ Display TRGTRC Description 3 ‘

ime Prepopulation Method ‘Task\fa\uea v‘

‘T\me Reporting Period V‘
7 - Sunday v

 Clickto View Additional Information
Task Value Defaulis

efault Timesheet Display

ptart Day of Week

ChartFields

Task Task Reporting Elements

Taskaroup TRC Combo Code Edit ChartFields BudRef Fund Dept Oper Unit Approp Account

Program Sch Code  Project

nosTate |2 [REC | | | Ecit chartFielas
oosTate || @ | Edit ChanFieigs

Bave
GoTo:  SelfGewice

Time Reporing

=] haatify
’ >
€] Done ) & Localintranet

Step Action

23. Enter the desired information into the TRC field.

Enter "ALT".
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[lime Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15

Fime Reporting Preferences

arbara Atkinson ID: 013084

RC Code or Description ‘ Display TRGTRC Description 3 ‘

ime Prepopulation Method ‘Task\fa\uea v‘

‘T\me Reporting Period V‘
7 - Sunday v

 Clickto View Additional Information
Task Value Defaulis

efault Timesheet Display

ptart Day of Week

Task Task Reporting Elements ChartFields

Empl Red# 0

Taskaroup TRC

nosTATE QL
oosTaTE  |Q

Save

GoTo:

Combo Code

Edit ChartFields

Self Service

Time Reporting

] haatify

BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project

<
&) Dane

2 84 Local intranet

Step Action

24, Click the Save button.
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Mew Window | Help | Customize Page | 15

Time Reporting Pi "\ Schedule F )

Time Reporting Preferences

Barbara Atkinsan ID: 013084 EmplRed#: 0
TRC Code or Description \ Display TRCTRG Description ~ \

[Time Prepopulation Method ‘ TaskWalues v ‘

Default Timesheet Display ‘ Tire Reporting Period v ‘

Start Day of Week

ow

Task Value Defaults

Task Task Reporting Elemerts ChartFields
Taskgroup TRC Combo Code Edit ChartFields BudRef Fund Dept Oper Unit Approp Account Program Sch Code  Project
[00sTATE | Edit chartFieids

[o0sTATE

Save

GoTo:  Self Service

| Edit chartFieigs

Time Reporting

=] notify

<
&) Dane 2 84 Local intranet

Step Action

25. Click the Time Reporting link.
[rirme Reporfing
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PHRST-TR

Search:

(O]

- My Faworites
- DE Leave Accrual
Components

i Time Reporting

Report and review your time, schedules, reguest absences and more.

ﬁ Report Time
Report your time and reguest planned overtime and absences
= Timesheet

[ Repart Time
— User Preferences

[» Bengfits

[+ Worklist

> Reporting Tools

> PeopleTools

- Chanoe My Password

- My System Profile

Home

= User Preferences
iew or update your fime reporting and scheduling preferences

&) Dane

2 84 Local intranet

Step Action

26. Click the Report Time link.
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Home Addd to Favorites Sign out
Search:
= =
— ®» K Report Time
> My Favorites 5
b BE Loave Ascrual Report your time and request planned overtime and absences.
Components Timesheet
[ Self Service Report your time and task details for a day, week, or time period.

< Time Reporting
— Timesheet
— User Preferences
[ Benefits

0 Worklist
> Reporting Tools
> PeopleTools
— Change iy Password
[~ My System Profile

@ Done é ‘ﬂ Local intranet

Step Action

27. Click the Timesheet link.
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Home
Search: Mew Window | Help | Customize Page | &, 2
- My Faworites Timesheet
I DE Leave Accrual
Components Barbara Atkinson EmpliD: 013084
[ Self Service
< Time Reporting Job Title: Management Analyst 11 Empl Red Nbr: i}
= Report Time
- Ti o @ Clckior
— User Preferences "
> Benefits ViewBy: | TmePeriod |  pate; [10/262008 i) (2 Retresh ] << Freviaus Time Periad Noxt Time Petiod =»
[ orklist i
Populate Time From:
> Reporting Tools | TazkValues
> PeopleTools ReportedHours:  0.00 Hours Scheduled Hours: 7500 Hours
[~ Chanoe Wy Paseword From Sunday 10/25/2008 to Saturday 11/07/2009
- My System Profile
Timesheet Cverrides
Sun  Mon Tue Wed Thu Sat  Sun Mon  Tue Wed Thu

NN N | D
N R | A Wt Ja o

Submit

Total TRC

@ Reportes Time Status - clickto hice

Sched
Hrs

Date Status Total Time Reporting Code Comments
0.000000 0.00

i) Reparted Hours Surmmary - click 1o wiew

Balances - clickto view
Go To
Time Reporting
Punch Timesheet

¥
&) Dane 2 84 Local intranet

Step Action

28. Click the Collapse Menu button.
=
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Mew Window | Help | Customize Pace | /&, |

Timesheet

Barbara Atkinson EmpliD: 013084
Job Title: Managerment Analyst |11 Empl Red Mar. 1]

@ Ciick for Instructinns

View By: [Time Period »|  pate: 1072602009 |5 (2 Fetresn |
Populate Time From: Task values

== Previous Time Petiad Next Tirme Period ==

Reported Howrs:  0.00 Hours Scheduled Howrs: 7500 Hours
From Sunday 10/25/2009 to Saturday 11/07/2009

Sun  Mon Tue Wed TI Sat  Sun Mon Tue Wed Thu Fri Sat Wil gton
10725 10/26 10/27 1028 1029 10/30 10731 11H1 112 13 114 15 116 117  Total TRC Wage Tax Combo Code

NN N N N D
N D |
Submit

© Reporied Time Status - elickto hige

pate Status Total Sched

Time Reporting Code Comments
His

0.000000 i}

[i] Reported Hours Sumrmary - click to view

Balances - clickto vigw
GoTo

Time Reporting
Punch Timesheet

<
&) Dane

I<

|
2 84 Local intranet

Step Action

29. Notice the Timesheet now displays the full time reporting period (two weeks)

instead of the default 'Week' and the TRCs are prepopulated.
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Mew Window | Help | Customize Pace | /&, |

Timesheet
Barbara Atkinson EmpliD: 013084
Job Title:  Managerment Analyst [l Empl Red Nar o

O Ciick e

View By: [Time Period »|  pate: 1072602009 |5 (2 Fetresn |
Populate Time From: Task values

== Previous Time Petiad Next Tirme Period ==

Reported Howrs:  0.00 Hours Scheduled Howrs: 7500 Hours
From Sunday 10/25/2009 to Saturday 11/07/2009

Custornize |Find | 8 1202 [F 12
{ Timosheet \_Orerides |
Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri Sat

Wilmington
10725 10/26 10/27 1028 1029 10/30 10731 11H1 112 13 114 15 116 117  Total TRC Wage Tax Combo Code

NN N N N D Fee a0
N D | Wt e o
Submit

mm

© Reporied Time Status - elickto hige

Date Status Total

Time Reporting Code Comments

Sched
Hrs
0.000000 i}

[i] Reported Hours Sumrmary - click to view

Balances - clickto vigw
GoTo
Time Reporting
Punch Timesheet

<
&) Dane

~|

b3

|
2 84 Local intranet

Step Action

30. Another Time Prepopulation Method option, Schedule Information, allows

you to set Preferences on the Timesheet which will prepopulate the Work
Schedule.

Click the Time Reporting link.
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Search:

(O]

- My Faworites
- DE Leave Accrual
Components

i Time Reporting

Report and review your time, schedules, reguest absences and more.

ﬁ Report Time
Report your time and reguest planned overtime and absences
= Timesheet

[ Repart Time
— User Preferences

[» Bengfits

[+ Worklist

> Reporting Tools

> PeopleTools

- Chanoe My Password

- My System Profile

Home

= User Preferences
iew or update your fime reporting and scheduling preferences

&) Dane

2 84 Local intranet

Step Action

31. Click the User Preferences link.

User Preferences
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Meru &
Search: Mew Window | Help | Customize Page | 15,

(O]

- My Faworites
- DE Leave Accrual
Components
[ Self Service
= Time Reporting
[ Repart Time

[> Benefits
[ orklist
- Reporting Tools
> PeopleTools
- Chanoe Wy Password
[~ My System Profile

{ Time Reporting P "\ Schedule F )

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed# 0
TRC Code or Description |D'5W'WTRCHRC Dieseription "’l

Time P ion Method [Task vaiues ~

Default Timesheet Display | Tirme Reparting Period >
*Start Day of Week 7- Sunday v

oC\ickto View Additional Infarmation

Task Value Defaulis

Task Task Reporting Elemerts | ChartFislds
‘Taskuaroup Descri

D0STATE Q State Crganizations Taskgroup
N0STATE Q State Organizations Taskgroup

Save

GoTo:  Self Sepvice
Time Reporting

[=] atity

&) Dane

2 84 Local intranet

Step Action

32. Click the Collapse Menu button.

=
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Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

| Task values v|

Time Prepopulation Method

Default Timesheet Display | Time Reporting Perind b ‘

‘Start Day of Week 7 - Bunday ~
Li]

Click to View Additional Infarmation
Task Value Defaults
Task Reporting Elements

ChartFields

Task
‘Taskaroup Description

O0STATE Q State Crganizations Taskgroup
O0STATE (s} State Croanizations Taskgroup

Save

GoTo:  SelfSenice

Time Reporting

[=] Matify

HH
m

&) Dane 2 84 Local intranet

Step Action

33. Click the Time Prepopulation Method list.
ITaskVaIues vI
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Home

Mew Window | Help | Customize Page | 15,

Task

‘Taskaroup

Save

[=] Matify

O0STATE Q State Crganizations Taskgroup
O0STATE (s} State Croanizations Taskgroup

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinsan ID: 013084 EmplRed#: 0
TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"
Time Prepopulation Method TaskValues W
Default Timesheet Display Prior Period
Schedule Information
‘Start Day of Week
Li]

Click to View Additional Infarmation
Task Value Defaults

Task Reporting Elements ChantFields
Description

GoTo:  SelfSenice

Time Reporting

&) Dane

2 84 Local intranet

Step

Action

34.

Click the Schedule Information list item.

[Schedule Infarmation |
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Home

=

Mew Window | Help | Customize Page | 15,

Time Reporting Preferences Y Schedule Preferences \

Time Reporting Preferences

Barbara Atkinson ID: 013084 EmplRed#: 0

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method

Default Timesheet Display | Time Reporting Perind b ‘
‘Start Day of Week 7 - Sunday L
ochck to View Additional Infarmation
Task Value Defaults
Task Task Reporting Elements ChartFields
‘Taskaroup Descri n
00STATE  [Q State Organizations Taskgroup =
00STATE  [Q State Organizations Taskaroup =
Save
GoTo:  SelfSenice
Time Reporting
[=] Matify
&) Dane 2 84 Local intranet

Step Action

35. Click the Save button.
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New Window | Help | /&,
Warning -- You have set up task defaults but Task Values has not heen selected as your prepopulation method.
The task defaultvalues you have setup will not prepopulate the timesheet hecause vou have not selected Task Values as vour timesheet prepopulation method. Your information will
be saved butwill notbe used UNless yau cthange your prepopulation method.
OK Cancel
&) Dane

2 84 Local intranet

Step

Action

36.

This Warning Message always appears when the Time Prepopulation Method is
changed and requires no action.

Click the OK button.
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=

Time Reporting Preferences Y Schedule Preferences \

Home

Mew Window | Help | Customize Page | 15,

Time Reporting Preferences

Barbara Atkinson ID: 013084

TRC Code or Description |D‘Sp‘a!‘ TREITRC Description “"

Time Prepopulation Method |SEhEdU|E Infarmation "‘

| Tirme Reporting Period v

7 - Sunday v

Default Timesheet Display

Empl Red#: i

‘Start Day of Week
ochck to View Additional Infarmation
Task Value Defaults
Task Task Reporting Elements ChantFields
‘Taskaroup Descri n

State Crganizations Taskgroup

00STATE  |QL
00STATE  |@

Save

GoTo

State Croanizations Taskgroup

Self Senice

Time Reporting

[=] Matify

&) Dane

2 84 Local intranet

Step Action

37. Click the Time Reporting link.
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PHRST-TR

Search:

(O]

- My Faworites
- DE Leave Accrual
Components

i Time Reporting

Report and review your time, schedules, reguest absences and more.

ﬁ Report Time
Report your time and reguest planned overtime and absences
= Timesheet

[ Repart Time
— User Preferences

[» Bengfits

[+ Worklist

> Reporting Tools

> PeopleTools

- Chanoe My Password

- My System Profile

Home

= User Preferences
iew or update your fime reporting and scheduling preferences

&) Dane

2 84 Local intranet

Step Action

38. Click the Report Time link.
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Home Addd to Favorites Sign out
Search:
= =
— ®» K Report Time
> My Favorites 5
b BE Loave Ascrual Report your time and request planned overtime and absences.
Components Timesheet
[ Self Service Report your time and task details for a day, week, or time period.

< Time Reporting
— Timesheet
— User Preferences
[ Benefits

0 Worklist
> Reporting Tools
> PeopleTools
— Change iy Password
[~ My System Profile

@ Done é ‘ﬂ Local intranet

Step Action

39. Click the Timesheet link.
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Home
Search: Mew Window | Help | Customize Pace | /&, |
- My Faworites Timesheet
- DE Leave Accrual
Components Barbara Atkinson EmpliD: 013084
[ Self Service
< Time Reporting Job Title: Management Analyst 11 Empl Red Nbr: i}
= Report Time
@ Clckior
— User Preferences "
I Benefts ViewBy: | TmePeriod |  pate; [10/262008 i) (2 Retresh ] < Presious Tis Perind Nest T Periog »»
[ orklist i :
[ —— Populate Time From: Schedule Information
> PeopleTools ReportedHours:  0.00 Hours Scheduled Hours: 7500 Hours
[~ Chanoe Wy Paseword From Sunday 10/25/2008 to Saturday 11/07/2009 !
- My System Profile
R [ rimeshest _ouemies
Sun  Mon Tue Wed Thu Sun Mon  Tue Wed Thu Sat
1025 1026 10127 10728 10729 10/30 10/31 1111 172 113 1114 115 116 117  Total TRC Wage T|
L] L] [ JaDO
Submit
@ Reported Time Status - click to hide
Dat: . " Sched
e Status Total Time Reporting Code Hrs Comments
0.000000 0.00
© Reported Hours Surnmar - click to view
Balances - click {0 view
Go To:
Time Reporing
Punch Timeshest —
&)
< b3
&) Dane 2 84 Local intranet

Step Action

40. Click the Collapse Menu button.
=
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<
€

Mew Window | Help | Customize Pace | /&, |

Timesheet
Barbara Atkinson EmpliD: 013084
Job Title:  Managerment Analyst [l Empl Red Nar o

@ Ciick for Instructinns

View By: [Time Period »|  pate: 1072602009 |5 (2 Fetresn |
Populate Time From: Schedule Infarmation

== Previous Time Petiad Next Tirme Period ==

Reported Howrs:  0.00 Hours Scheduled Howrs: 7500 Hours
From Sunday 10/25/2009 to Saturday 11/07/2009

C g
{ Timosheet \_Orerides |
Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu

Fri Sat Wilmington
10725 10/26 10/27 1028 1029 10/30 10731 11H1 112 13 114 15 116 117  Total TRC Wage Tax Combo Code

 Jrse a0 Jrso pao Jrso [ | e || vso 7s0[ 7s9 7e0 | [ JaO EE
Submit

© Reported Time Status - olick o hite

Date Status Total

Total Time Reporting Code Sched

His
0.000000 000

Comments

@ Eeported Hours Summary - clickto view

Balances - click to view
GoTa:
Time Reparing
Punch Timesheet

~|

| b}
2 84 Local intranet

Step

Action

41.

When the Time Prepopulation Method of Schedule Information is used, the
Work Schedule is prepopulated and TRCs are not populated.

be deleted or changed.
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Mew Window | Help | Customize Page | /&, #

Timesheet

Barbara Atkinson EmpliD: 013084

Job Title: Managerment Analyst |11 Empl Red Mar. 1]

O Ciickor

View By: |Time Petiod |+ Date: |10V25/2009 |Eﬂ @ Refresh =< Previous Time Petiod Mexd Tirme Period ==
Populate Time From: Schedule Infarmation

Reported Howrs:  0.00 Hours Scheduled Howrs: 7500 Hours
From Sunday 10/25/2009 to Saturday 11/07/2009

Timesheet _Overr’ides

Sun  Mon Tue Wed Thu Sun Mon Tue Wed Thu Fri Sat Wilmington
10725 10/26 10/27 1028 1029 10/30 10731 11H1 112 13 114 15 116 117  Total TRC Wage Tax Combo Code

 Jrse a0 Jrso pao Jrso [ | e || vso 7s0[ 7s9 7e0 | [ JaO
Submit

© Reported Time Status - olick o hite

Date Status Total Time Reporting Code afged Comments
0.000000 000
@ Eeported Hours Summary - clickto view
Balances - click to view
GoTa:
Time Reparing
Punch Timesheet =
i
< | b3
&) 2 84 Local intranet
Step Action
42. Congratulations! You are now able to:

- Navigate to the User Preferences page

- Apply user preferences to the Timesheet
End of Procedure.

Override and Append

PHRST End User Training
v8.9
Override and Append

Procedure

By the end of this topic, you will be able to:

- Search for a specific Combination Code by entering related ChartField details
- Create a Combination Code

Approximate time to complete topic: 4 minutes
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Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullock EmpliD: 013318
Job Title:  Intelligent Trans Sys Tech v Ermpl Red Mbr 0
@ ciickfor Instuctions
ViewBy: | Meek v|  pate: [10/252009]5) (2 ratesh) =< Previous Week bext Week ==
Reported Hou 37.50 Hours  Scheduled How 37.50 Hours:

From Sunday 10/25/2009 to Saturday 10/31/2009

Timesheet _OvErrldeS
Sun  Mon Tue Wed Thu Sat ‘Wilmington
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC Wage Tax Taskgroup

C L Jhm L 0 ewe o
] e a0 [

Submit

€ Ropoarted Time Status - click to hide

Date Status Total Time Reporting Code % Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00 ALT 750

1072772009 Submitted 650 REG TEDO

1072872009 Submitted 7.50 REG 7502

10/29/2009  Submitted 7.50 REG 750@

10/30/2009  Submitted 7.50 REG 750@

-~ v

&) 5 %4 Local intranst

Step Action

1. Click the Overrides tab.
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Mew Window | Help | Customize Page | /&, #

Timesheet

Eva Bullock EmpliD: 013318

Job Title:  Intelligent Trans Svs Tech IV EmplRed Mo 0

O Ciick e

ViewBy: | WWesk ~|  pate: [1072872008 ][5 (@ Retresn) <= Previgus Week Mext Week ==

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

Timeshest

 Reporied Time Status - elickto hige

Sun  Mon Tue Wed Thu Fri Sat
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC

N R T
] e e [ pa [

Overrides | [

Combo Code BudRef Fund Dept Oper Unit Approp

Submit

Date Status Total Time Reporting Code 3::;“’“ Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00ALT 750@

107272009 Submitted 6.50 REG 7.50

10/28/2009  Submitted 7.50 REG YEDO

10/29/2009  Submitted 7.50 REG 750@

P R PN i
< b3
&) Dane 2 84 Local intranet

2.

Enter known Combo Codes directly into this field. Security ensures that Combo
Codes used are valid for the Organization. If an invalid Combo Code is entered,

an on-line error message displays not allowing the submission of the reported
time.
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=

Sicgn out

Mew Window | Help | Customize Pace | /&, |
Timesheet
Eva Bullock EmpllD: 013318
Job Title:  Intelligent Trans Sys Tech IV EmplRed Mo 0
@ giick for nstustions
View By: | Wesk v|  pate: [10572009]5 (2 Retesn) <4 Previous Week Nyt Week >

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Timeshest ! Overrides

Sun  Mon Tue Wed Thu Fri Sat
10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC Combo Code Edit ChartFields Bud Ref Fund Dept Oper Unit Approp

(L | I O AT o Edit ChartFields
o |[7s0 [750 |[ aesn [rEs | Edit CharFields

Submit

 Reporied Time Status - elickto hige

pate Status Total Sched

Time Reporting Code His Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Submitted 1.00ALT 750@

107272009 Submitted 6.50 REG 7.50

10/28/2009  Submitted 7.50 REG YEDO

10/29/2009  Submitted 7.50 REG 750@

P R PN &)
< b3
&) Dane

2 84 Local intranet

Step Action

3. If the Combo Code is unknown, select the Edit ChartFields link.

Click the Edit ChartFields link.

Page 138



PHRST

Training Guide
T&L Employee Self Service

L PHRST-TR
=

ChartField

Ci ination Cade: ||

Mew Window | Help | Customize Page | 15,

Details

Bud Ref

Search @ Combination Codes

Fund Dept Oper Unit Approp Account Program Sch Code Project DE Resource Cat Fund Affil

DE
Activity

Ok Cancel
< | ¥
&) Dane 2 84 Local intranet
Step Action

Clicking on the Edit ChartFields link allows searching for the appropriate
Combination Code by entering various ChartField data elements.

Click the Search button.
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Mew Window | Help | Customize Page | 15,
[Search Combination Codes
Combination Code
Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department l:lQ Project l:lQ
OperatingUnit| | @ DEActiity|  |Q
Appropriation l:lQ DE Resource Cat l:lQ
Account l:lQ
Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) Dane 2 84 Local intranet
Step Action
5. Enter as much ChartField detail as possible to reduce the number of rows

returned on a search.
Enter values, or select by clicking the Lookup button for the field.

If this does not return the desired ChartField string, eliminate non-core
ChartField(s) from the search criteria and click the Search button again.

Click in the Department field.

L 1
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
OperatingUnit| | @ DEActiity|  |Q
Appropriation l:lQ DE Resource Cat l:lQ

Account l:lQ

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

Enter the desired information into the Department field. Enter "550840".
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department 550840| Q, Project l:lQ
OperatingUnit| | @ DEActiity|  |Q
Appropriation l:lQ DE Resource Cat l:lQ

Account l:lQ

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

Click in the Appropriation field.
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Search Combination Codes

Combination Code

Reference
Fund Code l:lQ
Department | 550840 (e}

Operating Unit l:lq

Account l:lQ

Search ‘ Clear ‘ Cancel ‘

Select Combo Code Account
1

Program Code l:lQ
SchoolCode|  |Q Miiate| |
e —
e —
Appropriation l:lQ DE Resource Cat l:lQ

Mew Window | Help | Customize Page | 15,

Fund Affiiate||Q

Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod

B

2 84 Local intranet

Step Action

8. Enter the desired information into the Appropriation field. Enter "93902".
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project l:lQ
OperatingUnit| | @ DEActiity|  |Q
Appropriation | 93902 | DE Resource Cat l:lQ

Account l:lQ

Home

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

Click in the Account field.
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Search Combination Codes

Combination Code

Reference
Fund Code l:lQ
Department | 550840 (e}

Operating Unit l:lq

Account l:lQ

Search ‘ Clear ‘ Cancel ‘

Select Combo Code Account
1

Program Code l:lQ
SchoolCode|  |Q Miiate| |
e —
e —
Appropriation Q DE Resource Cat l:lQ

Mew Window | Help | Customize Page | 15,

Fund Affiiate||Q

Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod

B

2 84 Local intranet

Step Action

10. Enter the desired information into the Account field. Enter "51004".
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project l:lQ
OperatingUnit| | @ DEActiity|  |Q
Appropriation | 93902 | DE Resource Cat l:lQ

Account 51004 [}

Home

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

11.

Click in the Project field.
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Search Combination Codes

Combination Code

Reference
Fund Code l:lQ
Department | 550840 (e}

Operating Unit l:lq

Account 51004 Q,

Search ‘ Clear ‘ Cancel ‘

Select Combo Code Account
1

Program Code l:lQ
SchoolCode|  |Q Miiate| |
e —
e —
Appropriation Q DE Resource Cat l:lQ

Mew Window | Help | Customize Page | 15,

Fund Affiiate||Q

Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod

B

2 84 Local intranet

Step Action

12. Enter the desired information into the Project field. Enter "t0840".
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project |t0840 Q
OperatingUnit| | @ DEActiity|  |Q
Appropriation | 93902 | DE Resource Cat l:lQ

Account 51004 Q,

Home

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

13.

Click the Look up Project button.

[
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Mew window | Help | /&,

Look Up Project
Searsh by: eometognsin o) |

Look Up | Cancel ‘AuvancedLoakun

Search Results
14 o0fd

Project Description

T024000200 GENERAL OPERATIONS

T024054000 SGMNALSILGHTMNG INSPECMAINT
T084055000 TMC MGMT & EMERGENCY RESPONSE
T024057000(TME INSPECTION & MAINT

[

2 84 Local intranet

Step Action

14. Click the T084054000 link.
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project | TOR4054000 Q
OperatingUnit| | @ DEActiity|  |Q
Appropriation | 93902 | DE Resource Cat l:lQ

Account 51004 Q,

Home

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) Dane 2 84 Local intranet
Step Action

15.

Click in the DE Activity field.
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Search Combination Codes

Combination Code

Reference
Fund Code l:lQ
Department | 550840 (e}

Operating Unit l:lq

Account 51004 Q,

Search ‘ Clear ‘ Cancel ‘

Select Combo Code Account
1

Program Code l:lQ
SchoolCode|  |Q Miiate| |
project TRdCERGED
e —
Appropriation Q DE Resource Cat l:lQ

Mew Window | Help | Customize Page | 15,

Fund Affiiate||Q

Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod

B

2 84 Local intranet

Step Action

16. Enter the desired information into the DE Activity field. Enter "550-PERSNL".
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project | TOR4054000 Q
OperatingUnit| | @ DE Activity [550-PERSNL QL
Appropriation | 93902 | DE Resource Cat l:lQ

Account 51004 Q,

Home

Mew Window | Help | Customize Page | 15,

Search ‘ Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1
< ¥
&) 2 84 Local intranet
Step Action

17.

Click the Search button.
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Search Combination Codes

Combination Code

Budget l:lQ Program Code l:lQ Fund Affiliate :Q
Reference
Fund Code l:lQ School Code l:lo\ Affiliate l:lo\
Department | 550840 (e} Project | TOR4054000 Q
OperatingUnit| | @ DE Activity [550-PERSNL L
Appropriation | 93902 | DE Resource Cat l:lQ

Account 51004 Q,

Home

Mew Window | Help | Customize Page | 15,

Search Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Fund Program Approp Affiliate Oper Unit Bud Ref Sch Cod

1 Select| 000025402 51004 550840 TO084054000 101 93802

2 Select| 000437296 41004 550840 T084054000 101 93902

3 Select| 000437297 41004 550840 T084054000 101 93902

4 SBelect 000437298 41004 550840 T084054000 101 83802

5 Select| 000437304 41004 590840 T084054000 101 93902

B Select| 000437308 41004 550840 T084054000 101 93902
< ¥
&) Dane 2 84 Local intranet

18.

The Search returns all Combo Codes containing the populated ChartField
values. This example returns six Combo Codes.
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Search Combination Codes

Combination Code

Reference
Fund Code l:lQ
Department | 550840 (e}

Operating Unit l:lq

Account 51004 Q,

Program Code l:lQ

School Code l:lo\
P S

T —

DE Resource Cat l:lQ

Fund Affiiate||Q
Miiate| |

Home

Mew Window | Help | Customize Page | 15,

Search Clear ‘ Cancel ‘
Select Combo Code Account Dept Project Program Approp Affiliate Oper Unit Bud Ref Sch Cod
1 Select| 000025402 51004 550840 TO084054000 101 93802
2 Select| 000437296 41004 550840 T084054000 101 93902
3 Select| 000437297 41004 550840 T084054000 101 93902
4 SBelect 000437298 41004 550840 T084054000 101 83802
5 Select| 000437304 41004 590840 T084054000 101 93902
B Select| 000437308 41004 550840 T084054000 101 93902
¥

<
&) Dane

2 84 Local intranet

Step

Action

Click the Select button.
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-

ChartField Details

ion Code:

Mew Window | Help | Customize Page | 15,

Bud Ref

Search @ Combination Codes

Fund Dept Oper Unit Approp Account Program Sch Code Project %‘ - DEResource Cat Fund Affil
550-
101 550840 93902 51004 T024054000 PERSHL

%’IDune I 2 84 Local intranet .
Step Action
20. Click the Ok button only if the Chartfield string contains all of the desired

ChartField details.

If additional ChartField(s) need appending in the string, select the ADD button.

Click the ADD button.
ADD

Page 155




Training Guide

T&L Employee Self Service
PHRST

L PHRST-TR
=

Mew Window | Help | Customize Page | 15,

ChartField Details

Bud Ref Fund  Dept Oper Unit Approp Account Program  Sch Code Project DE Activity DE Resource Cat

101 550840 [ ]a gaen 51004 al  |a T084054000 ssO-PERSNL | |4

Gancel

| >

<
&) Dane 2 84 Local intranet

Step Action

21.
Click in the DE Resource Cat field.

L1
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Bud Ref

<
&) Dane

ChartField Details

101 550840 < 93902 51004 al  |a T084054000 sso-PERsML | |a
Ok Cancel

Mew Window | Help | Customize Page | 15,

Fund  Dept Oper Unit Approp Account Program  Sch Code Project DE Activity

DE Cat

| >
2 84 Local intranet

Step

Action

22.

Enter the desired information into the DE Resource Cat field. Enter a valid value
e.g. "9090".
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Bud Ref

ChartField Details

Fund  Dept Oper Unit Approp

101 550840 [ ]a gaen
Ok Cancel

Mew Window | Help | Customize Page | 15,

DE Activity DE Resource Cat

Account N SchCode
T —_Y

550-PERSNL  |2090] a

<
&) Dane

2 84 Local intranet

Step

Action

23.

Click the Ok button.
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Home Sicgn out

Mew Window | Help | Customize P Saved

Date

Timesheet

Eva Bullock EmpliD: 013318

Job Title:  Intelligent Trans Svs Tech IV EmplRed Mo 0

O Ciick e )

ViewBy: | WWesk ~|  pate: [1072872008 ][5 (@ Retresn) <= Previgus Week Mext Week ==

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

[ Tinecheet Y Overrides

Sun  Mon Tue Wed Thu Sat Oper

1025 10726 1027 10228 1029 10030 10031 Total  TRC Combo Code Edit ChartFields  BudRef Fund Dept unit_ Approp Ag
T T al|smonmn

[ l[zso|[ss0] [rs0 [[r50 || |aesn @ |[ooo4sraer Eait chanFields 101 550840 93002 51

 Reported Time Status - olick o hige

Submit

Status Total Time Reporting Code

Ee(l Comments

10/26/2009  Submitted 7.50 REG YEDQ

1072772009 Submitted 1.00 ALT 750 &

1072772009 Submitted 650 REG YEDO

10/28/2009  Submitted 7.50 REG 750@

10/29/2009  Submitted 7.50 REG 750@ v
< 3|
&) 2 84 Local intranet

Step Action

24.

The Combo Code of 000437297 populates the Combo Code field. This code is
the result of the data entry on the ChartField Details page.
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Homs < Sign out
=
Mew Window | Help | Customize P Saved
Timesheet
Eva Bullock EmpllD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0
@ Ciick for Instructinns
View By: | ek v Date: [10r25712008 5 (2 Renesn << Previous Week Mt ek =

Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timssheet Over

Sun  Mon Tue Wed Thu

Sat

Oper

10725 1026 1027 1028 1029 10831 Total  TRC Combo Code Edit ChartFields  Bud Ref Fund Dept unit  Approp Ag

CIC o)l L L Jtse al|isichris

1 [ Jses0 @, [oo043r207 Edit ChartFields 101 550840 93902 &1

Submit
 Reported Time Status - olick o hige b |
Dat . " Sched
e Status Total Time Reporting Code Hr Comments

/262009 Submitied 750 REG 750

10/27/2009 Submitted 1.00 ALT 7.50

/272008 Submitied B 50 REG 750

10262008 Submitted 750 REG 750>

107292009 Submitied 7.50 REG 7500 a8
< 3 |

2 84 Local intranet

Step Action

25.
Click the scrollbar.
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Mew Window | Help | Customize Page | 15, &
Customize |Find | 8 {12002
DE
Oper Resource
i BudRef Fund Dept unit Approp Account  Program SchCode  Project DEActvity Cat Fund Al Affiliate
101 590840 93902 91004 TO84054000 550- 9090 =
FPERSHL
)

< li»
& 2 84 Local intranet

Step Action

26. Click the Add a new row button.
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Home
=
Mew Window | Help | Customize Page | o5, 2
imesheet
va Bullock EmpliD: 013318
ob Title:  Intelligent Trans Sys Tech IV Empl Red Mo 0

P Clickfor Instructinns

Miew By: |W99k *|  Date: 101254‘2009@ @ Refresh | == Previous WWeek Mext \Week =

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Sun  Mon Tue Wed Thu Fri Sat
1025 10726 10727 10/28 10/29 10/30 10/31 Total TRC Combo Code Edit ChartFields Bud Relf Fund Dept

|0 e[ 0 00 Jree ar Jaf  |EdtCharFields

] I a Edit ChartFields 101 550840 93902 5100
| [ el Jeatcharrien

Submit

) Reported Time Status - lick tn hide

Date Status Total Time Reporting Code af:;e" Comments

10/26/2009  Submitted 7.50 REG 15000

10/27/2009  Submitted 1.00 ALT 7.50

10/27/2009  Submitted 6.50 REG 7.50

10/28/2009  Submitted 7.50 REG 750 (0 v
< >
€] Done ) & Localintranet

Step Action

27. Click in the Wed 10/28 field.

[ ]
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Home

L PHRST-TR
=

Mew Window | Help | Customize Page | o5, 2

imesheet

va Bullock EmpliD: 013318

ob Title:  Intelligent Trans Sys Tech IV Empl Red Mo 0

1P clickor )

iew By: | Week v|  pate: [102572008|H (2 Retiesn) <4 Previous Week et Week =

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Sun  Mon Tue Wed Thu Fri Sat
1025 10726 10727 10/28 10/29 10/30 10/31 Total Combo Code Edit ChartFields Bud Relf Fund Dept

o C e[ [ Jree e @[ Editohanfiens
|REc |a [ooos3rzar | EaitCharFieins 101 550840 93902 5100
[ el Jeatcharrien

Submit

) Reported Time Status - lick tn hide

Date Status Total Time Reporting Code af:;e" Comments

10/26/2009  Submitted 7.50 REG 15000

10/27/2009  Submitted 1.00 ALT 7.50

10/27/2009  Submitted 6.50 REG 7.50

10/28/2009  Submitted 7.50 REG 750 (0 v
< >
€] Done ) & Localintranet

Step Action

28. Enter the desired information into the Wed 10/28 field. Enter "1.00".
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imesheet
va Bullock EmpliD: 013318
ob Title:  Intelligent Trans Sys Tech IV Empl Red Mo 0

Home

Mew Window | Help | Customize Page |

=

niEn 2

P Clickfor Instructinns

Miew By: |W99k *|  Date: 101254‘2009@ @ Refresh | == Previous WWeek Mext \Week =

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Sun  Mon Tue Wed Thu Fri Sat

1025 10726 10727 10/28 10/29 10/30 10/31 Total Combo Code Edit ChartFields

frojal o EdtChaieds

Bud Relf Fund Dept

[REG | |nonssraer Edt ChartFields 01 550840 93002 5100
Submit
© Reported Time Status - dick o hide
. " Sched

Date Status Total Time Reporting Code His Comments
1072612009 Subrmitted 7.50 REG 75000
1072772008 Subrmitted 1.00 ALT .50
10/2712009 Submitted 0.50 REG 750
107282009 Subrmitted 7.50 REG 750 |
< >
&) Dane 2 84 Local intranet

29.

Enter the desired information into the TRC field

. Enter a valid value e.g. "t".
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Mew Window | Help | Customize Page | o5, 2
imesheet
wa Bullock

ob Title:  Intelligent Trans Sys Tech IV

EmpliD: 013318

Empl Red Nbr: a

1P clickor

Miew By: [week v  Date: [1m2872008 |5 (2 Refiesn |

== Previous Week

Sun  Mon
10/25 10726

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Tue Wed Thu Fri Sat
10727 1028 10/29 10/30 10/31 Total TRC

Combo Code

Next Week ==

Edit ChartFields

frojal o EdtChaieds

Bud Relf Fund Dept

a, [oonazraer Edit ChartFields 101 550840 93902 5100
Submit
) Reported Time Status - lick tn hide
. - Sched
Date Status Total Time Reporting Code His Comments
102662009 Submitied 7.50 REG 75000
102712009 Subritted 1.00 AT 750
102742009 Submitied 6.50 REG 7.50
10262009 Submitier 750 REG 75000 |
< >
€] Done 2 & Local intranet

30.

Click the Look up TRC button.
[&]
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New window | Help | /&,

Look Up TRC
Search by: Time Reporting Code begins with

Look Up | Cancel ‘Auvanced Lookup
Search Results

17 of 7

Time Reporting Code Description
T10H Overtime 1.0%
Ti1H Overtime 1.0% + DFS
T15H Overtime 1.5%
T16H Overtime 1.5% + DF5
T60H Hol OT 1.0
TI65H Hol OT 1.5
T66H Hol OT 1.5 + DFS
&) 2 84 Local intranet

Step Action

31.
Click the T 10 H link.
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imesheet
wa Bullock

ob Title:  Intelligent Trans Sys Tech IV

EmpliD: 013318

Empl Red Nbr: a

1P clickor

Miew By: [week v  Date: [1m2872008 |5 (2 Refiesn |

== Previous Week

Sun  Mon
10/25 10726

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Tue Wed Thu Fri Sat
10727 1028 10/29 10/30 10/31 Total TRC

Combo Code

Next Week ==

Edit ChartFields

frojal o EdtChaieds

Bud Relf Fund Dept

a, [oonazraer Edit ChartFields 101 550840 93902 5100
Submit
) Reported Time Status - lick tn hide
. - Sched
Date Status Total Time Reporting Code His Comments
102662009 Submitied 7.50 REG 75000
102712009 Subritted 1.00 AT 750
102742009 Submitied 6.50 REG 7.50
10262009 Submitier 750 REG 75000 |
< >
€] Done 2 & Local intranet

32.

Click in the Combo Code field.
I |

Page 167




Training Guide
T&L Employee Self Service

PHRST

L PHRST-TR
=

Home

Mew Window | Help | Customize Page | o5, 2

imesheet

va Bullock EmpliD: 013318

ob Title Intelligent Trans Sys Tech IV Empl Red Mbr: 0

P Clickfor Instructinns

View By: |Week v Date: [102872008 |5 (2 Reiesn << Previous Week Mt Wk =

Sun  Mon

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Timeshest

1025 10726 10727 10/28 10/29 10/30 10/31 Total Combo Code Edit ChartFields Bud Relf Fund Dept

) Reported Time Status - lick tn hide

Tue Wed Thu Fri Sat

@, (000437297 Edit ChartFields 101 540840 93902 5100

Submit

Date Status Total Time Reporting Code af:;e" Comments
102662009 Submitied 7.50 REG 75000
102712009 Subritted 1.00 AT 750
102742009 Submitied 6.50 REG 7.50
10262009 Submitier 750 REG 75000 |
< >
&) Dane 2 84 Local intranet
Step Action

33.

Enter the desired information into the Combo Code field. Enter a valid value e.g.
"000437308".
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Mew Window | Help | Customize Page | o5, 2
imesheet
wa Bullock EmpliD: 013318
ob Title:  Intelligent Trans Sys Tech IV Empl Red Mo 0
P clickfor )
View By: |Week v Date: [102872008 |5 (2 Reiesn <= Previous Week Mext Week ==
Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009
Timsshest

Sun  Mon Tue Wed Thu Fri Sat
1025 10726 10727 10/28 10/29 10/30 10/31 Total Combo Code Edit ChartFields Bud Relf Fund Dept

I R R T a|csowren
@, (000437297 Edit ChartFields 101 540840 93902 5100
Q000437308 Edit ChartFields

Submit

) Reported Time Status - lick tn hide

Date Status Total Time Reporting Code af:;e" Comments

10/26/2009  Submitted 7.50 REG 15000

10/27/2009  Submitted 1.00 ALT 7.50

10/27/2009  Submitted 6.50 REG 7.50

10/28/2009  Submitted 7.50 REG 750 (0 v
< >
€] Done ) & Localintranet

Step Action

34.
Press [Tab].
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Home

Mew Window | Help | Customize Page | o5, 2

imesheet

va Bullock EmpliD: 013318

ob Title Intelligent Trans Sys Tech IV Empl Red Mbr: 0

P Clickfor Instructinns

View By: |Week v Date: [102872008 |5 (2 Reiesn << Previous Week Mt Wk =

Sun  Mon

Reported Howrs: 37 50 Hours  ScheduledHours: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009

Timeshest

1025 10726 10727 10/28 10/29 10/30 10/31 Total Combo Code Edit ChartFields Bud Relf Fund Dept

Tue Wed Thu Fri Sat

bl [Edccharfiens
a, [non4372e7 Edt ChartFields 01 550840 93002 5100

Q000437308 £ 101 550840 93902 5100
Submit
[i] Reported Time Status - click to hide
Dat i i Sched
e Status Total Time Reporting Code Comments
10/26/2009  Submitted 7.50 REG 7.50 O
1072772008 Submitted 1.00 ALT 7.50
10/27/2009  Submitted B.50 REG 7.50 Q
ANEIDIINNN it sl 70 oCa 7an ) &)
< b3
&) 2 84 Local intranet

35.

View the additional columns on this page using the Horizontal Scrollbar.

Click the scrollbar.
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Mew Window | Help | Customize Page | 15, &
Customize | Find | -
DE
Resource
Bud Ref Fund Dept Approp Account  Program SchCode Project DE Activity  Cat Fund AMfil  Affiliate
=
450-
E 101 550840 93902 51004 T034054000 PERSNL 090 =]
550-
101 550840 93902 51004 T034054000 PERSNL a0 =1
&)
< |»
& 2 84 Local intranet

36.

Click the scrollbar.
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=
Mew Window | Help | Customize Pace | /&, |

Timesheet
Eva Bullack EmpllD: 013318
Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0
@ Ciick for instructinns
Viewsy: [Week  v|  poter [107262008]) Breiesh) e previous ook Net ek =
Reported Howrs: 37 50 Hours  Scheduled Howrs: 37 50 Hours
From Sunday 10/25/2009 to Saturday 10/31/2009
_Timasheeﬁ Overrides
Sun  Mon Tue Wed Thu Oper
10725 10/26 10727 1028 10129 1 TRC Combo Code Edit ChartFields Bud Relf Fund Dept unit Approp Ag

Q000437297 Edit ChartFields 101 550840 93902 91

000437308 EdiEhartisids 101 550840 93902 o1

Submit
© Reported Time Status - click to hide
. " Sched
Date Status Total Time Reporting Code His Comments
10/26/2009  Submitted 7.50 REG TEDQ
1072772009 Submitted 1.00 ALT 7.50
1072772009 Submitted 650 REG TEDO
ANEPDEINNG Qi 7anoca Tan() &)
b3
&) 2 84 Local intranet

Step

Action

37.

Click the Submit button.
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Worklist Add to Favorites
New Window | Help | C ize Page Saved

Timesheet

Submit Confirmation

“ The Submitwas successful.

Reported Time for the Week of 2009-10-25to 2009-10-31 is submitted

< >
@ Done 1= ‘j Local intranet

Step Action
38.

Click the OK button.
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Mew Window | Help | Customize Page | 15,

Timesheet

Eva Bullock EmpllD: 013318

Job Title: Intelligent Trans Sys Tech IV EmplRed Mbr: 0

@ Ciick for Instructinns

View By: | ek ~|  pate: [10028:2009 |5 (2 Retiesn << Previous Week Mt ek =

Reported Howrs: 3850 Hours  Scheduled Howrs: 37 50 Hours

From Sunday 10/25/2009 to Saturday 10/31/2009

Customiz:
{ Timosheet \_Orerides |

Sun  Mon Tue Wed Thu Fri Sat Wilmington Business

10/25 10/26 10/27 10/28 10/29 10/30 10/31 Total TRC Wage Tax Taskgroup Unit Combo Code

T L [ Jw omr a0 mewe Jasow
e o e T o = B e Y e
0 e[ L [ Jw a0 mewe o a oo

Submit

0on
HEE

i ] Reported Time Status - click to hide

Date Status Total Time Reporting Code a;::e(l Comments

10/26/2009  Submitted 7.50 REG 750@

10/27/2009  Subrmitted 1.00 ALT 750

10/27/2008  Submitted 650 REG 750

1072872009 Submitted 7.50 REG 750 (Y

10/28/2008  Submitted 100 TI0H 75002

100000 nos 0 )

&) Dane 2 84 Local intranet

Step Action
39. Congratulations! You are now able to:

- Create a Combination Code
End of Procedure.

- Search for a specific Combination Code by entering related ChartField details

Viewing Leave Balances

View Sick, Annual, and Comp Time Balances

PHRST End User Training
v8.9
View Sick, Annual and Comp Time Balance

Procedure

By the end of this topic, you will know how to:

- Navigate to the View Leave Balances page
- View Leave Balance information
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Approximate time to complete topic: 3 minutes

PHRST-TR

Personalize Content | Lavout

Search:

|®
[ My Favorites
> DE Leave Accrual Components
[> Self Service
[ Worklist
> Reporting Tools
> PeopleTools
— Change Wy Password
— My System Profile

Home Add to Favorites Sign out

‘j Local intranet #100% v

Step Action

1. Click the DE Leave Accrual Components link.

|l: DE Leave Accrual Components
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e

> My Favorites

v DE Leave Accrual
Components

D LAlInquiries

[> Self Service

> Worklist

> Reporting Tools

> PeopleTools

— Change Wy Password

— My System Profile

Self-Service View Leave
DE School Self-Serve View Leave Inquiry

HR ST
PHRST-TR
Home Add to Favorites Sign out
Menu O]
Search: Main Menu >
®» ﬁ DE Leave Accrual Components

Done

‘g Local intranet

#100%

Step Action

Click the LA Inquiries link.
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PHRST-TR
Menu B

®» Vj LA Inquiries

> My Favorites

|~ DE Leave Accrual

Compenents = Self-Service View Leave

o e
— Self-Sevice View Leave

[> Self Service

> Worklist

> Reporting Tools

> PeopleTools

— Change My Password

— My System Profile

Home

Add to Favorites

Sign out

S Main Menu > DE Leave Accrual Components >

Done

‘3 Local intranet

& 100%

Step Action

3. Click the Self- Service View Leave link.

| —selfSenice View Leave |
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PHRST-TR

Home _Add to Favorites.

Search:

@ Leave Bal Summary

VIEW LEAVE BALANCES

[ My Favorites
= DE Leave Accrual

Compenents

= LA Inquiries Hame: Barbara Atkinson EmpliD: 013084
I Self Senice Job Title:  Management Analyst Ill Empl Red Mbr: 0
> Worklist
[> Reporting Tools Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  313.000
- PeopleTools
— Chanae My Password Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000
— My System Profile

Service Date: 03/05/1982 Last Pay Period End Date: 09/27/2008

Clear Refresh Date

Hours

Hour: Hours
Description M 3‘1 uslled Available Taken Year- gelavew Details
ale % Year to Date to-Date dalance
SickLeave  1147.750000 85.500000 0.000 123325 37.000 1195.250000 Details
Annual Leave  17.750000  1192.250000 0.000 137.00 104000 33.000000 Details
240 Max Mo
Expiration 0.000000 15.000000 0.000 15.00 15.000 0.000000 Details

&\ Return to Search | [Z] Notify

New Window | Help | Customize Page | ,

& Local intranet

Step Action

4. Click the Collapse Menu button.
=
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Home Add to Favorites
=
MNew Window | Help | Customize Page | 15,
Leave Bal Summary
VIEW LEAVE BALANCES
Name: Barbara Atkinson EmpliD: 013084
Job Title:  Management Analyst Il EmplRed hbr: - 0

Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  318.000
Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000

Service Date: 09/05/1939 Last Pay Period End Date: 02/27/2008

Clear Refresh Date

First 4] 1.3 or3 M Last
Hours Hours
Hours Hours

Description gama'-’d YH—DME[EE"}E’“ ?—‘—d uslled Available Taken Year- —gelave Hours Details

ver-Prev  YeartoDate Yeardo- oo ' ooio ioDate alance

Year Date -
SickLeave  1147.750000 85.500000 0.000 123325 37.000 1196.250000 Details
AnnualLeave  17.750000  119.250000 0.000 137.00 104,000 33.000000 Detaills
240 Max No
Expiration 0.000000 15.000000 0.000 15.00 15.000 0.000000 Details
. ________________________________________________|
& Return to Search | [ Notify
& Local intranet E100% -

Leave, Annual Leave, and Compensatory Time.

The View Leave Balances page lists balances as of pay period end dates for Sick
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Leave Bal Summary

VIEW LEAVE BALANCES

Hame: Barbara Atkinson

Job Title:  Management Analyst Il

EmplID: 013084

EmplRcdNbr: 0

Monthly Accrual Rate Annual 13.250000
Monthly Accrual Rate Sick 9.500000

Service Date: 09/05/1989

Annual Leave Max Carry Over:  218.000

Sick Leave Max Carry Over: 99999.000

Last Pay Period End Date: 09/27/2008

Clear

SickLeave 1147750000 §5.500000

AnnualLeave  17.750000  119.250000

240 Max No
Expiration

& Return to Search | =] Notify

0.000000 15.000000

Hours Hours

Carried Hours Eamed Adjusted
Description OverPrev  Year-to-Date Year-to-

Year Date

0.000 1233.25
0.000 137.00

Refresh Date

Hours Hours

Available Taken Year- EE‘IﬁWw Details
Year to Date to-Date Balance

37.000 1196250000 Details
104.000  33.000000 Details

0.000 15.00 15.000 0.000000 Details

New Window | Help | Customize Page | 15,

Add to Favorites

& Local intranet E100% -

Step Action

6. In most cases, the employee's Service Date is the basis for the value displayed in

the Monthly Accrual Rate Annual.
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Leave Bal Summary
VIEW LEAVE BALANCES

Hame: Barbara Atkinson

Home Add to Favorites Sign out

MNew Window | Help | Customize Page | 15,

EmplID: 013084
Job Title:  Management Analyst Il EmplRed hbr: - 0
Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  318.000
Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000
Service Date: 09/05/1939 Last Pay Period End Date: 02/27/2008

Sleny BALANCES ARE AS

Hours Hours
Hours Hours

Description Carried Hours Eamed Adiusted Available Taken Year- Leave Hours Details

OverPrev  Year-to-Date Year-to- Yearto Date to-Date Balance

Year Date T T
SickLeave  1147.750000 85.500000 0.000 123325 37.000 1196.250000 Details
AnnualLeave  17.750000  119.250000 0.000 137.00 104,000 33.000000 Detaills
240 Max No
Expiration 0.000000 15.000000 0.000 15.00 15.000 0.000000 Details

& Return to Search | =] Notify

0912712008 Refresh Date

Customize | Find | Vie

& Local intranet E100% -

Step

Action

To review historical balances, change the date in the BALANCES ARE AS OF
field and click the Refresh Date button.

Note: Although this field accepts any date, PHRST automatically select the
closest confirmed payroll end date when clicking the Refresh Date button.
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Home Add to Favorites Sign out
=
New Window | Help | Customize Page | 5,
Leave Bal Summary
VIEW LEAVE BALANCES
Name: Barbara Atkinson EmpliD: 013084
Job Title:  Management Analyst Il EmplRed hbr: - 0
Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  318.000
Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000
Service Date: 09/05/1939 Last Pay Period End Date: 02/27/2008
Clear Refresh Date
First 1] 1.3 o3 [/
Hours Hours
Hours Hours

Carried Hours Earmed Adjusted . Leave Hours .
Description Available Taken Year- Details

OverPrev  Year-to-Date Year-to- Yearto Date to-Date Balance

Year Date
SickLeave  1147.750000 85.500000 0.000 123325 37.000 1196.250000 Details
AnnualLeave  17.750000  119.250000 0.000 137.00 104,000 33.000000 Detaills
240 Max No
Expiration 0.000000 15.000000 0.000 15.00 15.000 0.000000 Details
. ________________________________________________|
& Return to Search | [ Notify

& Local intranet E100% -
Step Action
8. The Hours Carried Over Previous Year remain the same value for the entire
calendar year.
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Leave Bal Summary

VIEW LEAVE BALANCES

Hame: Barbara Atkinson

Job Title:  Management Analyst Il

EmplID: 013084

EmplRcdNbr: 0

Monthly Accrual Rate Annual 13.250000
Monthly Accrual Rate Sick 9.500000

Service Date: 09/05/1989

Annual Leave Max Carry Over:  218.000
Sick Leave Max Carry Over: 99999.000

Last Pay Period End Date: 09/27/2008

Clear

SickLeave 1147750000 §5.500000

AnnualLeave  17.750000  119.250000

240 Max No
Expiration

& Return to Search | =] Notify

0.000000 15.000000

Hours Hours

Carried Hours Eamed Adjusted
Description OverPrev  Year-to-Date Year-to-

Year Date

0.000 1233.25
0.000 137.00

Refresh Date

First 4] 1.3 or3 M Last

Hours Hours
Available Taken Year-
Year to Date to-Date

37.000 1196250000 Details
104.000  33.000000 Details

Leave Hours

Balance Details

0.000 15.00 15.000 0.000000 Details

MNew Window | Help | Customize Page | 15,

Add to Favorites

& Local intranet E100% -

Step Action

9. The Hours Earned Year-to-Date displays the accrued time from the beginning of

the leave plan year.
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Leave Bal Summary

VIEW LEAVE BALANCES

Hame: Barbara Atkinson

Job Title:  Management Analyst Il

EmplID: 013084
EmplRcdNbr: 0

Monthly Accrual Rate Annual 13.250000
Monthly Accrual Rate Sick 9.500000

Service Date: 09/05/1989

Annual Leave Max Carry Over:  218.000
Sick Leave Max Carry Over: 99999.000

Last Pay Period End Date: 09/27/2008

Clear

SickLeave 1147750000 §5.500000

AnnualLeave  17.750000  119.250000

240 Max No
Expiration

& Return to Search | =] Notify

0.000000 15.000000

Hours Hours

Carried Hours Eamed Adjusted
Description OverPrev  Year-to-Date Year-to-

Year Date

0.000 1233.25

0.000 137.00 104,000 33.000000 Detaills
0.000 15.00 15.000 0.000000 Details

Refresh Date

First [4] 1.3 or3 [F]
Hours Hours L 4
Available Taken Year- W Details
Year to Date to-Date Balance

37.000 1196250000 Details

New Window | Help | Customize Page | ,

Add to Favorites Sign out

& Local intranet E100% -

Step Action

10. The Leave Hours Balance displays the current balance.

Page 184




PHRST

Training Guide
T&L Employee Self Service

PHRST-TR

=

Leave Bal Summary
VIEW LEAVE BALANCES

Hame: Barbara Atkinson

Home Add to Favorites Sign out

MNew Window | Help | Customize Page | 15,

EmplID: 013084
Job Title:  Management Analyst Il EmplRed hbr: - 0
Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  318.000
Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000
Service Date: 09/05/1939 Last Pay Period End Date: 02/27/2008

Description

Sick Leave
Annual Leave

240 Max No
Expiration

Clear

& Return to Search | =] Notify

Hours Hours

Hours Hours
gama'-’d YH—DME[EE"}E’“ ?—‘—d uslled Available Taken Year- —gelave Hours Details
ver-Prev  YeartoDate Yeardo- oo ' ooio ioDate alance
Year Date -
1147.750000 85.500000 0.000 123325 37.000 1196.250000 Details
17.750000  119.250000 0.000 137.00 104,000 33.000000 Detaills
0.000000 15.000000 0.000 15.00 15.000 0.000000 Details

& Local intranet E100% -

Step

Action

11.

To review specific details of any leave balance earned or taken year-to-date, click
on the corresponding Details button.

In this example, view the Sick leave balance detail.

Click the Details button.
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Home Add to Favorites Sign out

=

New Window | Help | Customize Page | ,

VIEW LEAVE DETAIL
Name: Barbara Atkinson EmpliD: 013084

Job Title:  Management Analyst Il EmplRcd MNbr: 0

iomize | Find | View All | F|r51|ﬂ1-50115 ] Last

Date Under Report ﬁm Description Earmned Taken ﬁ:ﬁlﬂ%
01/01/2008 SERN Sick Earned 9.500000

01/31/2008 SLT Sick Leave Taken 7.500000

02/01/2008 SLT Sick Leave Taken 7.500000

02/01/2008 SERMN Sick Earned 9.500000

03/01/2008 SERN Sick Earned 9.500000

04/01/2008 SERN Sick Earned 9.500000

Total Hours Taken Year-to-Date: 37.000

Done & Local intranet E100% -

Step Action

12. The View Leave Detail page lists the Time Reporting Codes for leave hours
earned, taken and/or adjusted.
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VIEW LEAVE DETAIL
Name: Barbara Atkinson

Job Title:  WManagement Analyst Il

Time Reporting

Date Under Report Code
01/01/2008 SERN
01/31/2008 SLT

02/01/2008 SLT

02/01/2008 SERMN
03/01/2008 SERN
04/01/2008 SERN

EmpliD: 012084

EmplRed Nbr: - 0

Description Earmned Taken
Sick Earned 9.500000

Sick Leave Taken

Sick Leave Taken

Sick Earned 9.500000

Sick Earned 9.500000

Sick Earned 9.500000

Total Hours Taken Year-to-Date:

Adjustment
Amount

7.500000
7.500000

37.000

Add to Favorites

New Window | Help | Customize Page | 5,

Done

& Local intranet E100% -

Step Action

13. This view is displaying only rows 1 through 6 of 15 available rows.
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findow | Help | Customize Page | ,

VIEW LEAVE DETAIL

Name: Barbara Atkinson EmpliD: 013084

Job Title:  Management Analyst Il EmplRcd MNbr: 0

[4] 150r15 0
Date Under Report ﬁm Description Earmned Taken w
01/01/2008 SERN Sick Earned 9.500000
01/31/2008 SLT Sick Leave Taken 7.500000
02/01/2008 SLT Sick Leave Taken 7.500000
02/01/2008 SERMN Sick Earned 9.500000
03/01/2008 SERN Sick Earned 9.500000
04/01/2008 SERN Sick Earned 9.500000

Total Hours Taken Year-to-Date: 37.000

Done & Local intranet E100% -

Step Action

14. Viewing all rows is possible by clicking the View All link.

Click the View All link.
[

View All |
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Name: Barbara Atkinson

Job Title:  WManagement Analyst Il

Return

EmpliD: 012084

EmplRed Nbr: - 0

Adjustment

y dow | Help | Customize Page | ,

Date Under Report L@ BERON  pogeripiion Eamed Taken Aduwstm
010172008 SERN Sick Earned 9.500000
013172008 ST Sick Leave Taken 7.500000
0210172008 SLT Sick Leave Taken 7.500000
0210172008 SERN Sick Earned 9.500000
0310172008 SERN Sick Eamed 9.500000
0410172008 SERN sick Eamed 9.500000
0411672008 SLT Sick Leave Taken 3.000000
05/01/2008 SERN Sick Earned 9.500000
06/01/2008 SERN Sick Earned 9.500000
06/M10/2008 SLT Sick Leave Taken 7.500000
06/26/2008 SLT Sick Leave Taken 4.000000
07/01/2008 SERN Sick Earned 9.500000
07/15/2008 SLT Sick Leave Taken 7.500000
08/01/2008 SERN Sick Earned 9.500000
09/01/2008 SERN Sick Earned 9500000

Total Hours Taken Year-to-Date: 37.000

& Local intranet E100% -
Step Action

15.

View all the leave taken by this employee in 2008.
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Name: Barbara Atkinson

Job Title:  WManagement Analyst Il

Return

Date Under Report

Time Reporting
Code

01/01/2008 SERN
01/31/2008 SLT
02/01/2008 SLT
02/01/2008 SERMN
03/01/2008 SERN
04/01/2008 SERN
04/16/2008 SLT
05/01/2008 SERN
06/01/2008 SERN
061012008 SLT
06/26/2008 SLT
07/01/2008 SERN
071512008 SLT
08/01/2008 SERN
09/01/2008 SERN

EmpliD: 012084

EmplRed Nbr: - 0

Description Earmned Taken
Sick Earned 9.500000
Sick Leave Taken

Sick Leave Taken

Sick Earned 9.500000
Sick Earned 9.500000
Sick Earned 9.500000
Sick Leave Taken

Sick Earned 9.500000
Sick Earned 9.500000
Sick Leave Taken

Sick Leave Taken

Sick Earned 9.500000
Sick Leave Taken

Sick Earned 9.500000
Sick Earned 9.500000

Total Hours Taken Year-to-Date:

Adjustment
Amount

7.500000
7.500000

3.000000

7.500000

4.000000

7.500000

37.000

_Add to Favorites.

w Window | Help | Customize Page | 5,

& Local intranet

100%

Step Action

16. Click the Return button.
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Leave Bal Summary
VIEW LEAVE BALANCES

Hame: Barbara Atkinson

EmplID: 013084
Job Title:  Management Analyst Il EmplRed hbr: - 0
Monthly Accrual Rate Annual 13.250000 Annual Leave Max Carry Over:  318.000
Monthly Accrual Rate Sick 9.500000 Sick Leave Max Carry Over: 99999.000
Service Date: 09/05/1939 Last Pay Period End Date: 02/27/2008

Description

Sick Leave
Annual Leave

240 Max No
Expiration

Clear

Refresh Date

First 4] 1.3 or3 M Last

Hours Hours
Hours Hours

gama'-’d YH—DME[EE"}E’“ ?—‘—d uslled Available Taken Year- —gelave Hours Details
ver-Prev  YeartoDate Yeardo- oo ' ooio ioDate alance

Year Date -

1147.750000 85.500000 0.000 123325 37.000 1196.250000 Details
17.750000  119.250000 0.000 137.00 104,000 33.000000 Detaills

0.000000 15.000000 0.000 15.00 15.000 0.000000 Details

& Return to Search | =] Notify

Home Add to Favorites

MNew Window | Help | Customize Page | 15,

Sign out

Done

& Local intranet

100%

Step

Action

17.

Congratulations! You are now able to:

- Navigate to the View Leave Balances page
- View Leave Balance information
End of Procedure.
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